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CHAPTER 1

| NTRODUCT! ON AND RESPONSI BI LI TI ES

1001. GENERAL. This Manual, for use by all posts and stations,
operating forces, and Marine Corps Districts, enconpasses the
princi ples and procedures for fund managenent, usage, and contro
under the Standard Accounting, Budgeting, and Reporting System
(SABRS) . This Manual is intended to standardi ze operating
procedures and responsibilities of Marine Corps units and
activities under SABRS

1002. BACKGROUND

1. SABRS is the Marine Corps accounting systemfor the
Operations and Mai ntenance, Marine Corps and the Operations and
Mai nt enance, Marine Corps Reserve appropriations.

2. SABRS was designed to replace several systens that were
utilized to account for Operations and Mai ntenance appropriations
t hroughout the Marine Corps. |nplenentation of SABRS began in
Cct ober 1989 and was conpl eted in Septenber 1992.

3. SABRS operates through rmanual and nechani zed i nput into a
bat ch update system Transactions affecting reservation

obl i gations, and expenses are nanually posted or processed

t hrough various systeminterfaces into SABRS. Paynents are
processed through mechani zed i nterfaces with various disbursing
syst ens.

1003. COVPTROLLER FUNCTI ONS AND RESPONSI BI LI Tl ES

1. Financial information is nonitored and coordi nated by the
conmptroller and his/her staff in order to provide the Comandi ng
CGeneral or Oficer with factual data essential for effective
managenent control of the organization. Sonme of the
responsibilities of the conptroller organization include:

a. Technical guidance and direction of financial matters
t hroughout the organi zation as a staff service to the Comrandi ng
CGeneral or Oficer.

b. Mintains classification of progranms adnini stered and
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their objectives and a current inventory of budget plans and
program schedul es.

c. Budget fornulation, reviews, and execution to include
future years, current year, and five prior years.

d. Review and conpari son of execution perfornance agai nst
budget ed pl ans.

e. Mintaining mlitary pay and adm ni stration of trave
paynents (advances and settlenents).

f. Liaison with external audit agencies as required.

g. Mintain custoner service representatives for the
Defense Civilian Pay System

h. Pronotion of econony and efficiency in the performance
of assigned prograns.

2. Conmptrollers are al so responsible for naintenance of records
supporting execution of approved budgets and the eval uati on of
fund usage. These duties include:

a. Mintains oversight of transactions posted in the
accounting systemto ensure validity and accuracy of postings.
These eval uations shoul d include proper usage of funds, coding
used, validity of obligations, and tinely posting of financial
i nformati on.

b. Conducting eval uations and analysis of conptroller, fund
adm ni strator, and work center areas for the purpose of pronptly
detecting and correcting problens. Resolving unsatisfactory
conditions arising in connection with established financial
procedures, practices, records, and accounting system probl ens
and defi ci enci es.

c. Ensuring proper records and source docunents supporting
fund execution are maintained by appropriate activities, such as
fund admnistrators, for the life of the appropriation in
accordance with current docunent retention regul ations.

1004. LEGAL AND ADM NI STRATI VE RESPONSI Bl LI TI ES OF COVWANDERS

1. The Marine Corps philosophy of financial managenent is based
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upon the principle that financial managenent is inseparable from
command. Funding and its availability is essential for
commanders to performtheir assigned mssions. Commanders have
either legal or adm nistrative responsibility for funds granted.

a. Legal responsibility over appropriated funds is cited in
31 U.S. Code 1517. Violations of this code are incurred for
overcommi tting, overobligating, or overexpendi ng funds granted.
Another limtation is placed on use of funds in 31 U S. Code
Section 1301 (a). This provision of the |law pertains to the
application of nonies appropriated and requires that funds are
used only for the progranms and purposes that they were
appropriated under. Legal responsibility is passed to ngjor
operating budget hol ders (OPBUD) and in sonme cases to sub- OPBUD
hol ders.

b. Administrative responsibility is inherent in all |evels
of conmmand where fund usage occurs. Wrk centers, fund
adm ni strators, planning estimte hol ders, have responsibility
for funds del egated to them fromthe conmander to use themin
accordance with applicable |l aws and regul ations. These incl ude
responsi bilities including not overobligating or overexpendi ng
funds granted and ensuring that the use of funds is in accordance
with the purpose and prograns which they were granted.

2. NAVMC 2664, Financial Guidebook for Commanders, contains al
the legal and administrative responsibilities of conmanders
concerning financial managenent.

1005. FUND ADM NI STRATOR RESPONSIBILITIES. Fund Administrators
and their assigned financial managenent personnel are responsible
for proper control and execution of funds granted them fromthe
OPBUD hol der. These responsibilities include the proper creation
of source docunents; maintaining and nonitoring financial

docurent files and menorandum records; nonitoring avail able fund
bal ances to ensure funds granted are not overobligated or

over expended; and ensuring funds are executed for valid

requi renents provided under the executed appropriation

1006. DEFENSE FI NANCE AND ACCOUNTI NG SERVI CE

1. The Defense Finance and Accounting Service (DFAS) cane into
exi stence in January 1991 through the issuance and approval of
Def ense Managenent Report Decision (DVRD) 910. DWMRD 910 deci sion
created DFAS and directed this agency to:
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a. Capitalize finance and accounting functions of the
separate Departnment of Defense (DoD) conponents.

b. Assune responsibility for all finance and accounti ng
regi onal i zati on and consolidation efforts throughout DoD

2. DFAS was chartered as the "accounting firmfor DOD'. DFAS
has functional responsibility for DoD finance and accounting
policies, procedures, standards, systens, and operations. Each
service is provided finance and accounting support through a
primary service center of DFAS. For the Marine Corpse the
primary service center is located in Kansas City, MO. DFAS
Kansas City Center (DFAS-KC) owns and controls the accounting
system SABRS, that is utilized for recording and reporting the
execution of the Qperations and Mii ntenance appropriations.
Future SABRS enhancenents will include recording and reporting
ot her appropriations beyond the Operations and Mi nt enance
appropriations.

1007. DFAS AND MARI NE CORPS RESPONSI BI LI TI ES

1. DFAS-KC is responsible for the nmonthly reporting of
accounting information affecting the Marine Corps. DFAS is also
tasked with the processing and posting of |iquidations or
paynents that effect the Qperations and Mi ntenance
appropriations.

2. DFAS Kansas City Center works through satellite offices

| ocated at major installations called the Defense Accounting
Ofice (DAO) . The DAOis tasked with |local support of SABRS
Thi s includes scheduling and running cycles, reporting system
probl ens and deficiencies to DFAS-KC, and aiding conptrollers in
resol ving accounting problens and i ssues. Eventually, the DAO s
wi |l be consolidated by DFAS.

3. The Marine Corps is responsible for fund managenent. Lega
and Adm nistrative responsibility is resident with Commandi ng
Cenerals and Oficers so assigned and not with DFAS. |n other
words, responsibility for fund nanagenent, usage, and execution
resides with the Marine Corps. The information contained in this
user Manual is essential in aiding conptrollers and their fund
adm nistrators in properly controlling and executing the
Operations and Mai ntenance appropri ations.
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CHAPTER 2

SYSTEM OVERVI EW

2001. | NTRODUCTI ON

1. SABRS is a financial accounting systemthat is designed to

st andardi ze accounting procedures throughout the Marine Corps for
all units (Headquarters, Marine Corps, Posts and Stations, Fleet
Marine Forces, Recruiting Districts, and Reserve Activities).
SABRS currently accounts and reports fund execution for the
Operation and Mai ntenance, Marine Corps and Qperation and

Mai nt enance, Marine Corps Reserve appropriations. |In the near
future, SABRS will also account and report execution for
allotnents (Fam |y Housing, M scellaneous appropriations, etc.).

2. SABRS is designed to match budget fornulation data with
budget execution information. Elenents and coding fields used in
formulation are also utilized in execution to tie the actua
obligation of funds back to authorized and budgeted anopunts.

2002. ACCOUNTI NG LEVELS

1. SABRS accounts for funds at three levels. These are
transaction | evel, programlevel by use of the Financial

I nformati on Pointer, and General Ledger account |evel
Transaction | evel captures data at the | owest, individua
docurent | evel. These transactions update the appropriate
subsystens) in SABRS and provide both the program|eve

i nformati on (through the financial infornmation pointer assigned
to each individual transaction) and the Ceneral Ledger account
updat e i nformati on.

2. There are two keys in SABRS for transaction tracking and
information collection. The first is the individual docunent
nunber assigned to a source transaction. Docunent nunbers all ow
for unique classification of a single requisition, training
agreenent, travel order, etc.. Docunent nunbers allow fund

adm nistrators and work centers the ability to track each
transacti on processed in SABRS fromcreation to conpletion

3. The second key in SABRS is the Financial Information Pointer
or sinply FIP. FIP s are conprised of data fields that are used
to accumul ate and categorize cost fromthe appropriation |eve
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down t hrough purpose of fund usage for budget execution and
managemnent purposes. The proper use of FIP s is the essenti al
key for linking execution information with budget formulation
dat a.

2003. SUBSYSTEM OVERVI EW

1. SABRS is conprised of thirteen subsystens. These systens are
functionally divided or separated into three categories of
spendi ng, budgeting, and supporting subsystens. All processing
pertaining to a specific function is contained in a subsystem
(i.e., all material and services transactions are processed in
the Material and Services subsystem all travel records are
processed in the Travel subsystem etc.).

2. The thirteen subsystens, functionally grouped are:

a. Spendi ng Subsystens

1. Travel
2. WMaterial and Services
3. Labor

b. Budgeting Subsystens

1. Budget Formul ation
2. Budget Execution

c. Supporting Subsystens

Pl ant Property

Ceneral Ledger

Rei mbur sabl e

Expendi tures and col |l ections
Facilities

Al |l ocati ons

Report Inquiries

Tabl e Managenent

NN E

3. The Marine Corps spends authorized funding in three ways;
civilian | abor, transportation of personnel, and material or
servi ce purchases. SABRS has a subsystemto handl e each of
these. The spending subsystens are considered the ngjor
subsystens in SABRS. Budgeting subsystens handl e the formul ation
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of budgets for subm ssion and are used to issue authorities
realized down to | evels bel ow the operating budget. Supporting
subsystens are specialized to assist in system nanagenent,
accounting of funds, or providing information for users to manage
the execution of Operations and M ntenance funds. Descriptions
of the subsystens are:

a. Plant Property. The plant property subsystem all ows
users to record capitalized property designated under

classifications I (land) and Il (buildings and structures). Once
information is recorded in this subsystem the appropriate
general |edger accounts are updated. Information keyed into this

subsystemis passed to the Navy to update their property file
used to account for Navy wi de | and and buil di ngs.

b. General Ledger. The general |edger subsystem
accurul ates data by individual |edger account nunber. Ledger
account nunbers used are the standard, five digit account nunbers
speci fied by DoD. The general |edger is the highest |evel of
accounting perfornmed by SABRS. All other spending subsystenis
pass information into the general |edger for processing and
account updates. The information passed fromthe spending
subsystens of travel, labor, and material, and the other
supporting subsystens are classified into either debits or
credits for specific general |edger accounts update. These
updat ed accounts are then used for creation of reports for higher
headquarters that cite the financial position of the command,
OPBUD, and overall Marine Corps concerning the Operations and
Mai nt enance appropri ations.

c. Reinbursables. The reinbursabl e subsystemrecords
execution information on reinbursable authorizations the unit or
comand has accepted fromother activities for the purpose of
perform ng work or services in return for paynment of the cost of
delivering the requested good or service. This subsystemrecords
expenses and collection on the authorization, perforns
calculations for monthly billings, creation of nonthly billings,
and maintains a record of the overall status of the reinbursable
order.

d. Expenditures and Collections. The expenditure and
col l ecti ons subsystem processes all paynent transactions (i.e.
public vouchers, interdepartnmental billings, collections,
corrections, etc.) passed to SABRS from nechani zed sources or
manual |y keyed. This subsystem also allows for the nechanized
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creation of correction notices (NavConpt form 621) sent to DFAS
to correct erroneous data contained in paynment records charged
agai nst a commands OPBUD.

e. Facilities. This subsystemis currently not avail able
for use in SABRS

f. Travel. The travel subsystem processes and accounts for
all funds spent on travel of personnel involved with tenporary
additional duty (TAD). Users enter the basic information for TAD
order creation into SABRS. The subsystem produces the shard
copy’ orders and handl es the financial procedures of reserving,
obligating, and expensing the entered dollar amobunts. The system
di vides cost into four categories of per-diem transportation
ot her transportation, and niscellaneous costs. The subsystem
will create orders for individuals or groups, and will create
orders for different sources of funding (i.e., command pays for
orders or another activity is paying for the TAD)

g. Mterial and Services. The material and services
subsystem processes and accounts for all supply, services, and
m scel | aneous transactions. Source transactions include
contracts, purchase orders, nechanized supply requisitions,
printing orders, training agreenents, in and around travel, and
ot her m scel |l aneous transactions. Transactions are processed
t hrough batches, with Docunent Identifier Codes or DIC s as the
key telling SABRS to post a reservation, obligation, expense or a
combi nation of those postings. Information keyed into batches is
processed by SABRS when cycles are run

h. Labor. The |abor subsystem distributes | abor expense in
SABRS. Expense is assigned through the use of FIP' s identified
with each enpl oyee on SABRS Personnel History File or PHF. The
PHF contains a record of each enpl oyee, which includes pay rates
and a normal working FIP. This file is used to post an 80 hour
two week payroll cycle expense for each enpl oyee.

i. Budget Formulation. The budget fornul ation subsystemis
utilized to forminitial funding requests to HQUC. The subsystem
is designed around a FIP, which identifies the appropriation
subhead, program el enent, OPBUD or nmjor activity, object class,
subobj ect class, and cost account code. Funding is requested by
comand/ OPBUD or can be requested down to the fund admni nistrator
level. Information recorded in the formulation subsystem can be
moved to the execution subsystemto create a ‘base-line’ for
execution conpari son and nonitoring.

2-6



SABRS FI NANCI AL PROCEDURES MANUAL 2004

j. Budget Execution. The budget execution subsystemis
utilized to pass authority received by HQMC or maj or OPBUD to
commands fund adm ni strators and work centers. This subsystemis
al so used to create reinbursable authorization profiles in the
system Further, this subsystemis used in recording work unit
i nformati on for cost accounting purposes.

k. Alocations. The allocation subsystemallows activities
t hat provi de goods and services to other activities the ability
to distribute or transfer these costs to the consum ng activity.
When distribution is acconplished, the avail abl e bal ance of the
providing activity is increased by the anount transferred. The
avail abl e bal ance of the consuming activity is decreased by the
transferred anmount. Allocations can be made based on fixed
anounts, usage rates, or variable rates.

. Reports Inquiry. The reports inquiry subsystem all ows
users to performon-line inquiries of systeminformation. The
informati on available is current as of the last run system cycle.
The information is provided to users through term nal screens.
The reports inquiry subsystem provides information on budget
execution, reinbursables, material and services, |abor, and TAD.

m Tabl e Managenent. The table managenent subsystem al |l ows
users to query information contained in SABRS edit tables.
Sel ect users are allowed to update locally controlled tables.
SABRS is a table driven system Proper naintenance on | oca
tables is essential for proper systemfunctioning. Mst edit
checks on input data is based on information contained in one or
nore systemtabl es.

2004. TRANSACTI ON CYCLE. SABRS operates around a four step
cycle for each specific execution or spending transaction
processed. These steps are Reservation, Obligation, Expense, and
Li qui dation. These steps are processed individually as a source
docurent goes fromcreation (source docunment is created to order
goods, services, or send sonmeone TAD) to conpletion (ordered
goods and services received and paid for). 1In sone cases,
various steps are conbi ned toget her when entered i nto SABRS based
on the type of transaction being processed. The following is a
description of the steps in’ the transaction cycle.

a. Reservation. An admnistrative reduction of the Fund
Adm nistrator or Work Centers avail abl e bal ance. A reservation
sets aside funds for a future purchase of goods or services that
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have been requested. A reservation does not comit the
CGovernment to acquire goods or services, nor spend funds out of
the United States Treasury. Creating a reservation is strictly a
fund managenent tool to aid users in having an overall ’'picture
of their fund bal ance that accounts for itens requested that wll
eventual |y use authorized funds when the order becones an

obl i gati on.

b. bligation. A firmagreenment to purchase goods or
services. An obligation entitles a person, organization, firm
etc. to paynent fromthe United States for perfornmance of
requested service or delivery of ordered goods and materi al s.
Once funds are obligated to cover the anpbunt authorized on
of ficial source docunents (i.e., contracts, purchase orders, TAD
orders, incurred liabilities to enployee’s, etc.) these funds
cannot be used for any other purpose. Cbligations officially
reduce the ampunt available for a work center, fund
adm ni strator, or comrand to purchase other goods and services.

bl i gation amounts may be changed based on | egal cancell ation of
the ordered goods and services or based on price or entitlenent
adj ust nment s.

c. Expense. An expense occurs after goods or services that
were previously ordered are received by the unit or are
appl i ed/ consunmed in the acconplishnment of assigned nissions.
Basi cally, an expense is the use or consunption of goods and
servi ces.

d. Liquidation. Paynent to persons, organizations, firns,
etc. for delivery of legally ordered goods and services. This is
the final step in the transaction cycle, when a check is cut on
the United States Treasury to pay for goods or services. Fina
paynments posted into SABRS will conplete the individual source
transacti ons and nove them from active records to history,
provi ded that all noney fields (reservation, obligation, and
expense) equal the anount of the paynent.
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CHAPTER 3
CODI NG STRUCTURES AND SOURCE DOCUMENT CREATI ON

3001. GENERAL. SABRS is built around two central keys for cost
collection and transaction identification. Those keys are the
Fi nanci al Information Pointer and Docunment Number. For users to
properly enter and track information in SABRS, a thorough
under st andi ng of the coding structures used for source docunent
creation and input is required. This chapter will cover coding
structures used to create source docunents and codi ng necessary
to process transactions into SABRS

3002. FINANCI AL | NFORVATI ON PO NTER

1. The Financial Infornmation Pointer or sinply FIP is the SABRS
key to match execution information back with budget fornulation
data. The FIP classifies the type of funds used and the purpose
that funds were executed. Through the proper assignnent and use
of FIP s, users and nanagers can deternmn ne

a. Operating Budget (OPBUD) hol der or the nmjor activity
usi ng funds.

b. Appropriation and subhead charged.
c. Programelenment category that funds were used

d. Category of expense (i.e., labor, TAD, etc.) funds were
used for.

e. Purpose for which funds were executed such as
adm ni strative support, naintenance, etc.

f. Wat internal unit spent funds (i.e., fund
adm ni strator, work center).

2. The FIP consists of 30 al pha/ nuneric characters contained in
ten data fields. The use of these fields in various conbinations
classify funds executed into who spent the nobney, appropriation
used, and purpose for which funds were executed. The follow ng
is the elements that conprise the FIP and an expl anati on of each
field:

a. Activity Address Code (AAC). This field is really
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m snanmed. The usage of this field is for the Major Activity
Code. The fieldis 6 digits, with the first digit being the
service designator of "M. The code used in this field nmust be

| oaded to SABRS | ocal table 001. An exanple of this code is
"MD0027° which is the major activity code that identifies
Headquarters, Marine Corps. The nmgjor activity code used nust be
| oaded as a Unit Identification Code with NavConpt (only if used
for other purposes such as DODAAD i dentifier, OPBUD symnbol

etc.)

b. Fund Adm nistrator Code (FA). This is a two digit,
| ocally assigned code, that is used to identify a ngjor
organi zati onal breakdown within a ngjor activity. These codes
are used to identity a specific battalion within a division, a
departrment such as facilities within a base structure, etc.. The
codes assigned as FA's nmust be | oaded to SABRS | ocal table 019.

c. Work Center Code (W5). This is a tw digit, locally
signed code, that is used to identify organizational breakdowns
within a fund adm nistrator. These codes can be used to identify
a conmpany within a battalion, the plunbing shop within the
facilities departnment, etc.. The codes assigned to identify WC's
must be | oaded to SABRS | ocal table 0-1

d. Fund Code (FC). This is a two digit code assigned by
Headquarters, Marine Corps (refer to MCO 7301.117) that is used
as a short key to identify the appropriation, subhead, program
el enent, and DoD activity group/subactivity groups being used
when the FIP is entered into SABRS. This is one of the critica
el enents of the FIP that matches budget fornmulation infornmation
wi th budget execution data. Users nust ensure that fund codes
assigned in FIPs are valid for the prograns they budgeted under
FC s nust be | oaded to SABRS central table 020. FC s and their
definitions for use and purpose, are listed in the current
versi on of the SABRS Fi scal Codes Manual

e. Object C ass/Subobject Cass (OC/SOC). This is a four
digit code that classifies the category of expense being incurred
for the processed transaction. The code classifies charges to
categories of civilian conpensation and benefits, travel
printing, rentals, equiprment purchases, m scell aneous supplies,
etc.. The first two digits’ of this code is the broad category
obj ect class specified by DoD directives. The last two digits
break the broad object class category into sources of supply,
types of TAD, category of civilian |abor, etc.. An exanple is
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OC/ SCC 2114, where the 21 represents TAD expense and the 14 is
the TAD expense is for site visit per diem OC SOC codes used in
the FIP nust be | oaded to SABRS central table 049. The
definitions of all valid OJ SOC codes are contained in the SABRS
Fi scal Codes Manual

f. Cost Account Code (CAC). This is a four digit code that
defines the purpose or use of funds below the OCJ SOC | evel. The
CAC is the lowest required |l evel of cost categorization in SABRS
CAC s tell users and managers the specific purpose that funds
were executed. CAC s also point to a specific cost category in
SABRS such as base support, flight operations, facilities, etc.
The link between CAC s and cost categories is the 'SABRS activity
group and subactivity group codes’ that the CAC is associ ated
with (SABRS activity group/subactivity group codes are not the
sanme as the DoD budgetary activity group/subactivity group codes
identified by a Fund Code). There can be several different CACls
that have the sane definition, such as adninistration, but point
to the different categories of base support, facilities, etc.
When choosing CAC s listed in the SABRS Fi scal Codes Manual,
first determne the overall SABRS activity group the cost will be
associated with. Next, review the breakdowns or SABRS
subactivity groups under the selected activity code. To
deternmine the appropriate activity and subactivity group, use
i nformati on contained in SABRS central table 064. Once those
areas are deci ded upon, review and select the CAC that best
descri bes the purpose funds will be used for under the chosen
activity group and subactivity group category. The CACcited in
the FIP nmust be | oaded to SABRS central table 014.

g. Budget Reporting Code (BRC). This is a two digit code
assigned to track all costs, regardless of command, fund
adm ni strator, fund code, etc. for a specific high interest
program By use of a standard BRC t hroughout the Marine Corps,
all costs associated with specific operations such as Somalia or
speci fic exercises can be captured and quickly identified at the
headquarters level. BRC codes are not a required field in the
FIP. This field nay be left blank. |If a BRC code is used, the
code nmust be | oaded to SABRS central table 010. Al valid BRC
codes are listed in the SABRS Fi scal Codes Manual. This field
may al so be used on the local command | evel to track prograns or
cost of local concern. Locally assigned BRC codes nust be | oaded
to SABRS | ocal table 018. The codes |oaded to 018 are for |oca
managenent only and created and assigned w thout prior HQVC
approval .
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h. Job Order Nunber/lLocal Use Code (JNLN). This is a four
digit code that is locally assigned to aid W2Os, FA's, or a
command in tracking specific local interest itens. This field is
not edited by any other SABRS table. This field may be | eft
bl ank when creating and using FIP s.

i. Reinbursable Order Nunber (RON). This is three digit
| ocally assigned code used to identify a specific, accepted,
rei mbursabl e authorization. The RON cited in this field nust be
| oaded into SABRS t hrough the Budget Execution Subsystem (option
used is create/nodify reinbursable profiles). A RON nust be
present in the FIPif the desired outcone is to execute funds
authorized in a reinbursable order. The RON cited in the FIP is
the key for tying costs back to the reinbursable authorization
for billing purposes. |If the FIP is created for collecting the
cost of work executed against a reinbursable order, this field
must be filled, otherwise this field will be bl ank.

j. Reinmbursable Billing Code (RBC). This is a one digit
cob that is |oaded with the rei nbursabl e authorization profile
to identify a specific line of appropriation provided by the
rei nbursabl e custonmer for billing purposes. If a RONis cited in
the FIP, an RBC code nust also be cited. |If the FIP is not for
cost collection of a reinbursable, this field is left blank

3003. LOADI NG FIPS INTO SABRS. Once FIP requirenents are
deternmined, the FIP s nust be | oaded into SABRS before any
spendi ng transaction can be entered into the system FIP s may
be | oaded to one of two tables. The S-Ceneric FIP Table (table
025) is used primarily to load FIP s pertaining to civilian |abor
or TAD. The S-Generic FIP table will generate FIP s that pass
the edits within SABRS and | oad themto the S-FIP table 073. Al
other FIP's should be |oaded directly to table 073. Wen | oadi ng
FIP s to table 073, renmenber to key in a 'Y in the active field.
Instructions for loading FIP s to tables 025 and 073 are
contained in the SABRS Tabl e Managenent Users Manual .

3004. LISTING OF VALID FIPS. Each WC and FA should maintain a
listing of all valid FIP s | oaded into SABRS for use in executing
aut horized funds. This list should include the FIP code, with
all elenents shown, and a description of the use of the FIP. For
nmost users this list will not be long. It nmust be renenbered
that the proper use of FIP's is essential for managenent and fund
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control to marry the execution infornmation with budget
formul ati on data.

3005. SABRS TABLES. Each command is responsible for |oading and
updating information in SABRS | ocal tables. These tables include
valid FA codes, WC codes, FIP' s, default FIP s for supply
transactions, etc. Local table are listed in the SABRS Tabl e
Managenment Users Manual. This manual will provide descriptions
of the local tables and what information is required for table
update. Central tables are-controlled by DFAS, Kansas City
Center. Any additions or changes to central tables should be
request ed through Headquarters, Marine Corps (HQWC) (code RFL).
These requests will be forwarded by HQMC to DFAS for system
updat e.

3006. SABRS FI SCAL CODES MANUAL. Information contained in the
SABRS central tables is listed in the SABRS Fi scal Codes Mnual .
Thi s docunment is updated when changes are nmade to the central

tabl es and rel eased electronically to all processing centers.
Copi es of the manual may be obtai ned by running job procedure
"Gr1" G71UAALQ0" 10". This procedure provides a printout of the Fisca
Codes Manual. Another useful docunent for finding authorized
codes is the SABRS Data Dictionary. |In many respects, this
docurent nay be used in place of the Fiscal Codes Manual. Copies
of the SABRS Data Dictionary may be obtai ned by running job
procedure "Gr1"G7/1UAAL10"20". Finally, users can use an on-line
inquiry into the SABRS tables through sel ection nunber 13 of the
main menu. This capability allows users to view codes |oaded to a
specific table.

3007. ACCOUNTI NG CLASSI FI CATI ON CODE

1. The Accounting Classification Code was created as a neans of
standardi zi ng accounting information for reporting execution
information to internal and external managers. The code is
especially inportant for disbursing activities. The code
reflects information that identifies Marine Corps funds used
when paynents are posted at the United States Treasury. |In basic
ternms, the accounting classification is the 'checki ng account
nunber’ at Treasury.

2. By proper use of the accounting classification code, the
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following informati on can be derived by internal Marine Corps
users and external agencies:

a. The DoD departnent that is using funds.

b. The specific appropriation granted by Congress that is
bei ng char ged.

c. The major budget program and sub-programthat funds were
executed for.

d. Wiich major activity or OPBUD executed the funds.

e. Wiich activity is responsible for the official
accounting of the executed transaction

f. The type or category of paynent made for the
transaction.

3. The accounting classification code is cited on nbst source
docurents that commt, reserve, or obligate funds for the

pur chase of goods, services, TAD, and |abor. Source docunents

i nclude contracts, purchase orders, training agreenents, TAD
orders, reinbursable authorizations, etc.. The code is shown on
all public vouchers created and processed for paynents.

4. The accounting classification code is conprised of 10
separate data fields. The following are the elenents that
conprise the code and an expl anati on of each field:

a. Accounting Classification Reference Number (ACRN). A two
digit field used by sone financial and disbursing systens as a
short key to identify the accounting classification code cited on
a specific source docunent. The first line of accounting
classification information shown on a source docunent will
normal ly reflect an ACRN or AA. Wth the exception of Al and AQ

subsequent lines will normally reflect ACRN s of AB, AC, etc.

Si nce source docunents frequently cite multiple Iines of
accounting classification codes, the ACRN identifies each line
and serves as a nunbering nechani smon the docunent. ACRN s are
used with all source docunents other than MLSTRI P

b. Appropriation Synbol. A seven digit code assigned by
the United States Departnent of the Treasury to uniquely identify
a congressional approved appropriation which is being charged by
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the source transaction. The synbols used are 17*1106, which
identifies the Operations and Mai ntenance, Marine Corps (O&M M)
appropriation, and 171107, which identifies the Operati ons and
Mai nt enance, Marine Corps Reserve (O&M MCR) appropriation. The
asterisk (*) represents the fiscal year applicable to the
appropriation.

c. Subhead. A four digit code that represents the
adm ni stering office and the budget programthat funds are
executed under. The first two digits (27) represents the Marine
Corps as the admnistering activity of the funds. The |ast two
digits represents budget program Valid subbead codes are:

1. Subhead Codes Fiscal Year 1994 and Forward (under
appropriations 1106 and 1107).

a. 27A0 - Operating Forces, Expeditionary Forces
b. 27B0 - Operating Forces, Prepositioning
c. 27LO0 - Training and Recruiting, Accession Training

d. 27MD - Training and Recruiting, Basic Skills and
Advanced Tr ai ni ng

e. 27NO - Training and Recruiting, Recruiting and
QO her Training and Education

f. 27T0 - Administration and Service Wde Activities

2. Subhead Codes Fiscal Year 1993 and Prior (under
appropriations 1106 and 1107).

a. 2710 - M ssion Forces (Appropriation 1107)
b. 2720 - General Purpose Forces (Appropriation 1106)
c. 2730 - O her Support (Appropriation 1107)

d. 2770 - Central Supply and Mai ntenance
(Appropriation 1106)

e. 2780 - Training, Medical, and O her Cenera
Per sonnel Activities (Appropriation 1106)

f. 2790 - Admnistrative and Associ ated Activities
(Appropriation 1106)
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d. Ohject Cass. Athree digit code that is currently zero
(0) filled in the classification code.

e. Bureau Control Number (BCN). A five digit code used to
identify the Operating- Budget Hol der (OPBUD) or Sub OPBUD hol der
of the funds being cited on the source docunent. An exanple of
this code is HQMC BCN of 00027.

f. Suballotment Nunber (5A). A one digit field used to
identify a centrally nanaged operati ng budget (CMOB) adm ni stered
at HOMC. CMOB's are established to account for itens or
functi ons where one office managi ng funding and costs is nore
appropriate from a control and adninistrative perspective than
distributing funds to each coomand. CMOB's are established for
unit depl oynent, foreign currency fluctuations, 2nd destination
transportation, etc. See MCO 7040.8 for suball otnent codes

applicable to CMOB's. |If funds being used do not conme froma
headquarters controlled CMOB, this field will be left blank or
zero (0) filled.

g. Authorized Accounting Activity (AAA). A six digit code
used to identify the activity responsible and authorized to
perform accounting functions for the BCN OPBUD hol der

h. Transaction Type Code (TT). A two digit code used to
classify paynments/receipts as to purpose or category. Frequently
used codes include 1K (travel advance), 2D (niscell aneous
paynent), 3C (reinbursenent collection), etc.. Valid transaction
type codes are listed in NavConpt Manual, Volunme 2, Chapter 8.

i. Plant Accounting Activity (PAA). A six digit field that
is used as foll ows:

1. For TAD docunents, this field will contain the
travel order number (TON).

2. For equi pnent purchases that are classified as

Pl ant Property (refer to Navconpt Manual, Volune 3, Chapter 6),
pl ace the activity designator code or Unit ldentification Code
(UC identifying the activity responsible for plant property
accounti ng.

3. For all other docunents not covered by conditions 1
and 2 above, zero (0) fill.
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j. Cost Code. A 12 digit code used for |oca
identification of transactions. For TAD docunents, this field
will be automatically assigned by SABRS when the orders are
created through the travel subsystem |f transactions affect a
CMB (Suballotnment field reflects a nunber other than 0), refer
to MCO 7040.8 for coding structures to be placed in this field.
For all other types of transactions, this field will be locally
determned. It is recommended; however, that commuands use the
last 12 digits of the docunent nunber assigned to the source
docurent in this field (docunent nunbers are explained in
par agraph 3008 of this Manual). By using the last 12 digits of
t he docunment nunber, the DAO office will have an alternative
means of determ ning the docunent nunber to post paynents agai nst
when di sbursing transacti ons are processed as undi stri but ed.

5. An exanple of a conplete Accounting Cl assification Code is:

ACRN APPN SUBHEAD aBJ BCN 5A AAA TT PAA
AA. 1751106 27A0 000 00027 0 000027 2D 000000
COSsT CODE

08695MD50001

3008. DOCUMENT NUMBER CONSTRUCTI ON

1. Document nunber is the second major key to the SABRS system
A docunent nunber is used to uniquely identify a specific source
transaction for tracking, recording, and nanagenent purposes.
Since a docunent number is the key to identify a specific source
docunent in SABRS, no two docunent nunbers can be the sanme within
a given major activity and its fund adm nistrators and work
centers. Docunent nunbers nmust be uni que and cannot be repeated
during a given fiscal year

2. Docurent nunbers are nornally created and assigned to a
source transaction at the unit level that prepares the initial
request or order for goods and services. SABRS acconmpdates two
di stinctive formats for docunent numbers. The first is a
Mlitary Standard Requisitioning and |Issue Procedures (M LSTRIP)
format. The M LSTRI P docunent nunber consists of 14 digits
constructed as foll ows:
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a. Activity Address Code (AAC). Position 1-6 of a MLSTRIP
docurment nunber. The AAC is a unique code assigned to identify
speci fic units throughout the Marine Corps for supply and billing
pur poses. The AAC used in the docunment nunber nust be |oaded to
the Departnent of Defense Activity Address Directory (DODAAD)
Instructions for assignnent of AAC s is contained in MCO 4420. 4.
The AAC | oaded to the DODAAD provi des mechani zed supply systens
with addresses to ship material, bul k shipnent warehouse
addresses, and where to send the bill to pay for the ordered
goods. The AAC used in docunent nunber construction nust be
| oaded to SABRS Local Table 001

b. Julian Date (JD). Position 7-10 of a MLSTRI P docunent
nunber. The JD is conposed of the current three digit date (001
whi ch represents January |, through 365 which represents Decenber
31 (366 represents Decenber 31 during |eap years)), preceded by
one digit representing the calendar year (exanple is 4 would
represent cal endar year 1994).

c. Serial Nunber. Position 11-14 of a MLSTRI P docunent
nunber. Serial nunbers are normally sequentially assigned by the
unit ordering material or services. Serial nunbers assigned to
docurent nunbers may be repeated during the year as long as the
Julian date used in the docunent nunber is changed.

3. The second type of docunent nunber used by SABRS is a

St andard Docunent Nunber or SDN. The SDN is 15 digits conprised
of several fields. The SDN is used on all docunents that do not
require a M LSTRI P nunber for nechani zed system processing.
SDN' s are used on all travel docunents, npbst activities
contracts, purchase orders, training agreenents, reinbursable
aut horizations, etc. The SDN is constructed as foll ows:

a. Activity Address Code (AAC). Position 1-6 of a SDN
Serves the sanme function as descri bed in 3008. 2a.

b. Fiscal Year (FY). Position 7-8 of a SDN. This field
will contain the applicable two digit fiscal year indicator
applicable to the appropriation being used. Ex. Fiscal year 95
woul d represent funds executed under the appropriation approved
for 1995.

c. Docunment Type Code. Position 9-10 of a SDN. This field
will contain a two digit code that generally classifies the
reason or purpose for the docunent. Ex. Docunent type code of
"TO neans source transaction is for travel or TAD, 'WR neans
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the source transaction is a work request. SABRS Central Table
090 contains all the valid docunent type codes that can be used
when constructing a SDN

d. Serial Nunmber. Position 11-15 of a SDN. This field is
| ocally assigned to distinguish individual source transactions.
The serial number nay be created using both al pha and nuneric
characters. The serial nunber is automatically assigned to
travel orders by SABRS when TAD orders are created through the
system The serial nunber for travel orders will begin with an
'O, 'E, or 'C, which identifies the traveler as officer
enlisted, or civilian. The last four digits will be
automatically assigned from SABRS | ocal table 077

4. The serial nunbers assigned when creating SDN s cannot be
repeated during the fiscal year for the sane AAC and Docunent
Type Code in SABRS. Each tine a specific AAC creates a

m scel | aneous docunent (docunent type code is equal to MDY ) for
a given fiscal year, the serial nunber nust reflect a number or
code that has not yet been assigned during the year to any other
source transaction. Due to this fact, users will need to create
sone type of tracking system (i.e. database, |ogbook
spreadsheet, etc.) to naintain a record of SDN s that have been
created and assigned to source transactions during the year

Mai ntai ning a record of SDN' s assigned is only necessary for
source docunments other than TAD. As |long as orders for TAD are
created through SABRS, the systemw || assign unique serial
nunbers to each set of orders created

3009. COWON SOURCE DOCUMENTS

1. Many of the forns used to order goods and services are
standard t hroughout the Marine Corps and the Departnent of the
Navy. The followi ng are common form nunbers, titles, and uses of
source docunents:

a. DD Form1348 - MLSTRIP requisition form The DD form
1348 is used to requisition a single national stock nunber (NSN)
itemthrough one of the nmechani zed supply systenms used throughout
the DoD and ot her Governnent agencies. The top of the formis
divided up into 80 characters. This information is nornally sent
electronically to a supply unit that stores or nanages the
specific item being ordered. The form contains no accounting
classification information. A fund code is used to identify the
appropriation and subhead chargeable with the order
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Instructions on creating the DD form 1348 are contai ned in Marine
Corps Users Manual UM 4400. 124.

b. NavConpt Form 2275 - Request for Work or Services. The
NavConpt Form 2275 is-used to request reinbursable work or
services from any conponents within the Departnment of the Navy.
This form can be used as either an Econony Act Order (funds are
valid for current year only) or as a Project Order (funds are
valid through Iife of project regardless of fiscal year). The
formmay be used for authorization of funds for work and
servi ces and acceptance by anot her comrand or agency to perform
the requested work and services. Instructions-on the use of this
formand how to properly fill-out the formare contained in
NavConpt Manual , Vol une 3, Chapter 5.

c. NavConpt Form 2276 - Request for Contractua
Procurenent. The NavConpt Form 2276 is used to request purchase
of goods and services that are placed with conmmrerci al
enterprises. This formprovides the request specifics that are
translated into a contract or purchase order through an
aut horized contracting office. |Instructions on the use of this
formand how to properly fill-out the formare contained in
NavConpt Manual , Vol une 3, Chapter 5.

d. DD Form448 - Mlitary Interdepartnental Purchase
Request. The DD Form 448 is used to request goods and services
from DoD departnments other than the Navy. The Arny or Air Force
may request this formbe used vice the NavConpt Forms 2275 or
2276 when requesting reinbursable work or services or when
authorizing direct cite of appropriation information on a
contract.

e. DD Form 1556 - Request and Authorization for Training.
The DD Form 1556 is used to request and authorize paynent or
rei mbursenent for training classes for both civilians and
mlitary personnel. Instructions on how to properly conplete
the formare contained on the front page of the nmulti-page 1556
f orm package.

f. DD Form282 - Printing Requisition/Oder. The DD Form
282 is used to request printing/publication orders fromthe Navy,
ot her DoD conponents, or outside businesses. This formis not
used when publications. are maintained through various supply
systens. In those cases, the DD Form 1348 is used to requisition
the publication or manual. (Instructions for conpleting the DD
Form 282 are contai ned i n NAVPUBI NST 5605. 20).
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g. DD Form 1149 - Requisition and Invoi ce/ Shi pping
Docunent. This formnay be used for two purposes. It may be
used to request procurenent action by a contracting office.
This formmy al so be used by the receiving activity to certify
the quantity and quality of goods received froma vendor

h. DD Form 1155 - Contract. The DD Form 1155 is the
standard formused for contracts issued to externa
organi zations. This formserves as the official obligation
docunent for the fund admi nistrator/work center when the
contracts office creates and approves the procurenent action
This formis the end result of a request for procurenment action
sent to the local contracting office.

i. Local Request Forns for Mterial and Services and TAD.
Local forns may be used for internal command requisitions for
contracts and purchase orders. These fornms however are not
authorized for use with outside conmands or other agenci es.
NavConpt or DD forms should be used to the greatest extent
possi bl e. Further, commands are encouraged to devel op |ocal TAD
request forns to aid users in keying travel information into
SABRS for official order creation

2. The above listed forns are not all inclusive. Local and
other standard forns may and will be used for ordering goods and
services, settling clainms, and handling financial actions.

3010. ENTERI NG MATERI AL AND SERVI CES TRANSACTI ONS | NTO SABRS

1. Material and service source docunents are entered into SABRS
through the Material and Services (M&S) subsystem Transactions
are entered into batches for update processing based on Docunent
Identifier Codes (DICs). DICs tell SABRS to post MS
transacti ons as reservations, obligations, expenses, or a

combi nati on of these stages under the docunent transaction cycle
(refer to paragraph 2004 for definition of the transaction

cycl e).

2. Valid DIC s and keying instructions for the M&S subsystem are
contained in the SABRS Material and Services User’s Manual. The
SABRS M&S Users Manual al so includes how to nake error
corrections, delete transactions from batches, edit batches, flag
bat ches, scroll error log, change FIP s, etc.
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3. Wien entering transactions through the M&S subsystem users
must pay attention to:

a. DI C code sel ected and used.

b. Transactions are entered into batches, systemis not
real -tinme for M&S updates

c. Al batches nust be edited prior to processing in SABRS

d. Al batches after editing, nust be flagged for SABRS to
recogni ze the batch for update.

e. Once a batch updates SABRS, the batch nmust be noved to
hi story or del et ed.

3011. ENTERI NG TRAVEL TRANSACTI ONS | NTO SABRS

1. Travel under SABRS consists of two functions:

a. Admnistrative function of creating orders for
i ndi vidual s or groups which authorizes themto travel in a
tenporary additional duty (TAD) status.

b. Financial function of creating a reservation
obl i gation, and expense to cover the cost of travel and personne
entitlenents that arise due to the TAD status

2. Keying instructions, which cover creating individual, group,
mul ti -sponsor, and other sponsor orders are contained in the
SABRS Travel User’s Manual. These instructions include howto
create, nmodify, delete, authenticate, and print orders.
Instructions also include how to change fiscal ampbunts, how to
change FIP' s, how to add a missing travel record, how to reserve
bl ocks of TON nunbers, etc.
3. In general, processing TAD into SABRS i nvol ves:

a. Traveler requests orders through |ocal request form

b. TAD is approved by appropriate officials.

c. Information fromrequest formis entered into SABRS
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d. Appropriate authenticating activity prints orders and
stanps origi nal s.

e. SABRS fromthe above steps ¢ and d, reserves and
obl i gates funds.

f. Traveler perforns TAD. SABRS expenses based on proceed
date entered and number of days authorized TAD.

g. Traveler settles travel claimafter perform ng TAD.
Di sbursing enters paynent information into register system
Informati on passed to SABRS to post |iquidation

4. One situation concerning travel is not entered in the Trave
Subsystem but rather entered and processed through the MS
subsystem This travel situation is in or about travel. In or
about travel occurs when an individual uses their own vehicle
(POV) in the performance of assigned duties. To process in or
about travel, enter the transactions into a batch in M&S using a
DIC of "XSI", a docunment type code of "RV' in the SDN, and an
OC/ SOC of "21AA" in the FIP.
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CHAPTER 4
FI NANCI AL RECORDS AND REPCRTS

4001. GENERAL. SABRS mmintains information on docunments and
transactions that have occurred and that have been entered and
posted in the system Docunents and transactions are processed
t hrough manual input of information or through nechanized i nput
fromother systens. This chapter will deal with the source
docurnent files, reports, and basic fund control neasures
necessary to maintain and control funds allocated to work
centers, fund adm nistrators, and OPBUD s.

4002. SOURCE DOCUMENT FI LES

1. Source docunent files are maintained by Fund Adm nistrators
and Wrk Centers to substantiate infornmation processed into the
accounting system satisfy audit requirenents, and docunent
retention regulations. Source docunent files are also maintained
to provide the user with informati on concerning all requisitions
and orders affecting their funds which have been created and the
status of those transactions in the accounting system The
status of docunents in the accounting systens will either be
posted or pending:

a. Pending Docunments. Documents that have been created and
passed for obtaining nmaterial, supplies, TAD, etc. and received
docurent s such as contracts, purchase orders, receiving
notifications, etc. that have not been entered and-updated in the
accounting system

b. Posted Docunents. Those docunents that have had
reservations, obligations, expenses, or paynments processed and
val i dated for accuracy in the accounting system Docunent
val idation is acconplished through the use of cycle reports and
system i nquires discussed in paragraph 4004 and 4005 of this
chapter.

2. Pending and posted files may be created and nmi ntai ned using
vari ous nethods. They nay be created al ong functional I|ines,
that is separate pending and posted files for TAD transactions
and material and services transactions. Al docunents,

regardl ess of function, may be nmi ntai ned together in pending and
posted files. The following files are recommended for

mai nt ai ni ng source docunents:
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a. Travel Docunents

1. Pending File - Al travel requests that have not

yet been keyed into SABRS to have official orders created. Once
the travel request is keyed into SABRS and a copy of the officia
orders is received, the request should be attached to the orders
and noved to the posted file.

2. Posted File - Al travel orders produced through

the systemor nanually created and obligated that have not yet
been settled by the traveler. Once settlenent paynent is posted
in SABRS, the orders will be noved fromthis file to the settled
file.

3. Settled File - Al travel orders which have had

final settlenent paynents posted into SABRS to conplete the

i ndi vidual entitlement portion of the travel orders. The
CGovernnent travel request (GIR) portion will normally still be
outstanding at the time the individual settles the travel claim
an-paynment is processed in SABRS. Until the GIR paynent is

recei ved and posted in SABRS, the TAD docunent is not conplete
Once the GIR paynent is posted in SABRS, the orders will be noved
to the conpleted file.

4. Conpleted File - This is a history file. Oders placed
inthis file have had all phases of the transaction cycle

conpl eted affecting this docunent. All paynents have been
received, both for entitlenent settlement and GIR. This
transaction has all noney fields (i.e., reservation, obligation
expense, and paynent) equal in SABRS. |If all noney fields are
not equal, the user should adjust the SABRS record to bring the
reservation, obligation, and expense into balance with the
paynents recei ved and posted for personnel entitlenents and GIR

b. Mterial and Service Docunents

1. Reservation Pending File - This file will contain

all material and service type requisitions (i.e. request for
procurenent actions, training requests, printing orders,

rei mbursabl e aut hori zati ons not yet accepted, etc.) that have
been created and forwarded for obligation action but have not yet
been keyed or posted into SABRS as a reservation of funds. Once
the reservation is posted and validated in SABRS, the docunent
will be noved to the reservation posted file
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2. Reservation Posted File - This file will contain

all material and service type requisitions that have had a
reservation posted in SABRS. Docunents will remain in this file
until the official obligation docunent (i.e., purchase order
contract, accepted reinbursabl e authorization, approved training
agreenent, accepted printing order, etc.) has been received by
the user. Once the official obligation docunent is received, the
requisition will be attached to the obligation docunent, keyed
into SABRS (obligation), and filed in the obligation pending
file.

3. bligation Pending File - This file will contain

all official obligation docunents that have (or have not yet)
been keyed into SABRS awaiting an update cycle. Once SABRS is
updat ed and the obligation validated, the obligation docunent
will be noved to the obligation posted file

4. Obligation Posted File - This file will contain

all official obligation docunents that have been keyed into SABRS
and are awaiting the delivery of the ordered goods or services.
Once the goods and services ordered are received (shipping/

recei ving docunent received, training conpleted, invoice for
services received, etc.) an expense should be keyed i nto SABRS
(val i date the expense posting in SABRS) and the obligation and
recei ving source docunent noved to the material and services
received file.

5. Material and Services Received File - This file

will contain the obligation docunents and shi ppi ng/ receiving or

i nvoi ce for transactions where goods or services ordered have
been received, but no liquidation has been posted in SABRS
Docunments will remain in this file until paynents are posted in
SABRS (if paynment is partial, annotate source docunents but |eave
themin this file until final paynent is received). Once paynent
is posted in SABRS and all noney fields are equal, the docunents
will be noved to the conpleted file. |If the paynent received is
final, but the reservation, obligation, or expense field does not
equal the paynent, the user should enter an appropriate record
into the Material and Services subsystemto nake these anmpbunt
fields equal the paynent.

6. Conpleted File - This is a history file. Docunents

placed in this file have had all phases of the transaction cycle
conmpleted with all anpbunt fields equal in SABRS. |In other words,
the material or services ordered was received and paynent for

t hese goods and services was made to the supplying agency.
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4003. MONI TORI NG SOURCE TRANSACTI ONS

1. To manage funds allocated to the work center, fund

adm ni strator, and overall OPBUD, each individual source docunent
created has to be nonitored and tracked through the accounting
system and t hrough various source systens. To acconplish this
the foll owi ng should be validated at each step of the transaction
cycl e:

a. Docunent or Requisition Creation

1. Has the request to obtain material, services, TAD
orders, etc. been prepared?

2. Does the source docunent contain all appropriate
financial codes to include a valid docunent nunber, financial
i nformati on pointer, and accounting classification code if
appl i cabl e?

3. Has the request been forwarded to the appropriate
action office, i.e., supply, admnistration, training,
contracting, etc. to begin obligation action to obtain the
materi als, services, or TAD orders?

4. Has a copy of the request been retained for fisca
files?

5. Has the transaction been entered into SABRS as a
reservation and the system update validated?

6. Has the obligation docunent been received (purchase

order, contract, mechani zed report showi ng material ordered

t hrough the Defense Autonmatic Address System O fice (DAASO ,
approved training agreenment, accepted reinbursabl e authorization
official TAD orders, etc.)? If not, howold is the request? Has
the appropriate action office been contacted to find out the
status on the official obligation action and source docunent?

b. bligation Docunent Received

1. Has the obligation been entered into SABRS and the

update cycle validated? Those obligation docunents that require
a user to key into a SABRS batch and be rel eased for update into
a cycle shall be keyed within three working days of receipt of

t he source docunent.
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2. Has the obligation source docunent been filed in
appropriate fiscal files?

3. Has the ordered material, services, travel been

performed or received? |If not, howold is the obligation action
and should delivery of material and services been reasonably
expected to have occurred? |If delivery has not occurred, has the
obl i gation source been contacted to find the status of the
order, i.e., supply, contracting, printing office, etc.?

c. Odered Goods and Services Received

1. Was the material or services received which was
ordered and in the quantity ordered?

2. Has an expense been entered into SABRS and the
updat e cycl e validated?

3. Has a copy of the shipping report or invoice been
filed in appropriate fiscal files?

4. Has a paynent, either partial or final, been

recei ved or posted into SABRS against this docunment? If not, how
old is the receipt of the ordered goods and services? Could
paynment have reasonably been expected to have posted by this
time? Has the Defense Accounting Oficer been contacted
concerning the paynent for public voucher type paynents or to see
if payment is in an undistributed di sbursenent status in SABRS
For mechani zed supply status, does a request for billing need to
be processed?

d. Payment Processed in SABRS

1. Has a paynent posted against the docunment in SABRS?
2. |Is the paynent final or partial?

3. If the paynent is final, has SABRS adjusted the
reservation, obligation, and expense anobunts to equal the
paynent? |f not, has the user entered the appropriate
transaction into SABRS to adjust the amount fields to equal the
paynent ?

4. |f the transaction is conplete, have the
appropriate source docunments been noved to a conpleted fisca
file?
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2. Each individual docunent created, regardless if the docunent
is for TAD, material orders, or service requests, nust be
nmoni t ored through each of the transaction cycle steps. For each
request, an obligation should ultimtely be entered into SABRS if
the unit expects to receive ordered goods and services. Further
having an -obligation in the accounting system should not be the
only objective of financial nanagers. Ensuring that the ordered
goods and services are received and paid for is as inmportant as
having an obligation in the system because the unit gains the
true benefit of the funds used only through receipt of the
ordered goods and services.

4004. KEY SABRS REPORTS FOR TRANSACTI ON VALI DATI ON

1. SABRS has the capability of producing nunerous reports
utilizing information resident in the system These reports are
produced based on a cycle, weekly run, bi-weekly run, nonthly,
quarterly, and an annual basis. Reports are produced reflecting
information fromall spending subsystens and nost of the
supporting subsystenms. Report information can be obtained
t hrough SABRS for the follow ng categories

a. Budget Execution.

b. Material and Services.

c. Travel.

d. Labor.

e. Rei nbursabl es.

f. Allocations.

g. Expenditures and Coll ecti ons.

h. General Ledger

i. Plant Property.
2. SABRS Batch Reports Manual contains the basic procedure
nunbers, report name, and an exanple of every report that SABRS
i s capabl e of producing. The Batch Reports Manual will also

provi de the frequency (i.e.’ cycle, nonthly, quarterly, etc.)
that the report is produced. Al reports listed in the Batch

4-8



SABRS FI NANCI AL PROCEDURES MANUAL 4004

Reports Manual are not automatically created when a SABRS daily,
weekly, or nmonthly cycle is executed. Specific reports to be
produced nust be specifically identified in the cycle job
process. The local Defense Accounting Ofice (DAO can provide
users a list of reports currently set up for production with
SABRS cycles. If the user requires other reports to nanage funds
that are listed in the Batch Reports Manual, but not produced in
current SABRS cycles, contact the |ocal DAOto have those reports
added to the SABRS process.

3. There are several basic reports that are universally run with
each SABRS cycl e throughout the Marine Corps. These basic
reports are essential for fund control and source docunent
validation. Reports will either be run on paper after a cycle

or will be placed into | NFOPAC (di scussed in section 4005).

Labor and | abor reports will be discussed in chapter 6. Wrk
unit and rei nmbursable reports will be discussed in chapter 5

The major reports by functional category are:

a. Budget Execution Reports

1. XR04 - Direct Funds Summary By Fund Adni ni strator
This report provides the basic financial status for a fund
adm ni strator for each fiscal year and subhead. The report
contai ns authorization, reservation, and obligation information
affecting the fund admnistrator. This report is cumulative to
dat e.

2. XR10 - Direct Funds Summary By Work Center: This
report provides the basic financial status for each work center
under a specific fund adm nistrator for each fiscal year and
subhead. The report contains authorization, reservation, and
obligation informati on affecting each work center. This report
is cunul ative to date.

3. XR16 - Fund Adm ni strator Managenent Report: This
report provides the status of a fund administrator for each
fiscal year, subhead, object class, and subobject class codes.
The report contains authorization, reservation, obligation
expense, and liquidation infornmation affecting the fund
adm nistrator. This report is cunulative to date.

4. XR28 - Field Direct Planning and Perfornance
Report: This report provides the financial status of each fund
adm ni strator by work center, fiscal year, subhead, program
el enent, object class, subobject class, and cost account codes
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used during execution of funds. The report contains obligation
expense, and liquidation infornmation. This report is cumnulative
to date. The XR28 is the nobst detail ed, conmonly used budget
execution report that a typical fund administrator will utilize
to obtain informati on on the purpose that funds were executed.

b. Mterial and Services Reports

1. M42 - Material and Services Error Transactions
Report: This report will provide the fund adm nistrator with al
transactions entered into SABRS for the cycle that failed to
update the system due to sone coding problemthat failed to neet
system edit requirenents.

2. M75 - Daily Transaction Update Report: This
report will provide the fund administrator with each individua
transaction that was processed through batch input or through a
systeminterface. This report will reflect new or changed
reservation, obligation, expense, and |iquidation information
affecting a specific source transaction by docunment nunber

3. MO07 - DSSC Daily Transaction Report: This report
will provide the fund adm nistrator with each individual DSSC
transaction that was processed into the current cycle that
affected a fund admi nistrators fund bal ance.

4. M2O0O5 - Material and Services Material Not Received
Report: This report will provide the fund adm nistrator with al
transactions that have a liquidation posted in SABRS, but do not
have a recei pt (expense) recorded. This report is an exception
report to alert fund adninistrators of abnornal transactions for
research and corrective action.

5. M11 - Material and Services Public Voucher Not
Recei ved Report: This report will provide the fund adni ni strator
with all transactions that have had a recei pt (expense) recorded
that is over 60 days in the systemthat has not yet had a
liquidation posted against. This report is an exception report
to alert fund administrators to research the transaction to
deternmine if paynent has occurred. 1In sone cases the paynent was
not made by the DAO office and is required. |In nbst cases
paynment on the transaction was nmade, but the update |iquidation
record did not post properly in SABRS and is being held in an
undi stri buted di shursenment stat us.
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6. ML50 - Undelivered Orders Status Report: This
report will provide the fund administrator with all transactions
that are still outstanding or have not yet conpleted. This
report is cumul ative to date.

c. Travel Reports

1. T167 - Fund Adm nistrator Travel Order Report For
Current Cycle: This report will provide the fund adm ni strator
with all travel transactions that are new or previously posted
transacti ons that have been updated during the |ast run SABRS
cycle.

2. T147 - Fund Administrator Travel Order Number
Report: This report will provide the fund adm nistrator with al
travel records that are still active or outstanding in SABRS
Active status nmeans that the transaction cycle has not been
conplete. Settlement of personnel entitlenments or paynment of GIR
is still outstanding or the TAD trip has not yet been conpl et ed.

3. T231 - Fund Administrator Detail Unsettled Trave
Advance Report: This report will provide the fund adm ni strator
will all travel records where the individual drew an advance and
has not yet filed for final settlenent of personal entitlenents.
This report is aged and cunul ative to date. It nust be noted
that settlement by the individual nmay have occurred, but the
settlenment |iquidation was not posted properly in SABRS and is in
an undi stributed paynent condition

4005. I NFOPAC. |INFOPAC is a software package accessed through
the main-frane conputer that allows report inquiry or information
retrieval through a term nal or personal conputer screen

| NFOPAC is not a formal part or a subsystem of SABRS. | NFOPAC is
utilized, to reduce the anmobunt of paper reports produced after a
SABRS cycle while still providing the user with the report
information. SABRS reports and their formats that are required
for transaction validation and fund control or identified by
users as required for managenent control are placed in | NFOPAC
after a SABRS cycle is processed. The report information in

| NFOPAC is an exact mrror image of the report format and

i nformati on that would be reflected on a hard copy report.
Reports in I NFOPAC can be printed to a printer identified through
the main-frane. |f reports are required by the user that are not
currently listed in I NFOPAC, contact your |ocal DAO office to
have those reports placed in the production report schedul e.

4-11



4006 SABRS FI NANCI AL PROCEDURES MANUAL

4006. REPORTS | NQUI RY SUBSYSTEM The Reports Inquiry Subsystem
of SABRS provi des users several options to retrieve information
fromthe systemwhich is current as of the | ast SABRS cycl e.
Information can be retrieved and revi ewed concerni ng budget
execution, material and services, travel, reinbursables,
expenditures and col |l ections, and | abor information

Instructions for using this subsystem are contained in the SABRS
Report Inquiry User’s Manual

4007. TRANSACTI ON AND FUND BALANCE VALI| DATI ON

1. SABRS generated information provided through hard copy
reports, | NFOPAC reports, or the Reports Inquiry Subsystemis
used after each SABRS cycle to validate the information processed
into the system and the current system fund bal ances. Even if
the user did not enter information into batches, keyed trave
orders, or had | abor process against their fund adm nistrator or
work center, the cycle reports need to be validated to see if

i nformati on from other sources (i.e. mechanized inputs from
supply or payment information) posted in SABRS affecting their
transactions and financial balances. The follow ng general steps
shoul d be followed to begin the transaction validation process:

a. Obtain a schedule fromthe | ocal Defense Accounting
O ficer (DAO of when SABRS cycles are scheduled to run during
t he week or nonth.

b. The day after (no nore than two days) a SABRS cycl e has
been executed, the user should receive reports pertaining to

their fund adm nistrator or work center. |In some cases the
reports will not be printed out, but will be available through
I NFOPAC inquiry. If required reports are not received, contact

the conptroller office or DAO as appropri ate.

2. After reports are received, information contained in the
users source docunent files will be checked against information
contained in SABRS. This validation should be conducted al ong
functional lines (i.e., travel information validated agai nst
travel reports, nmaterial and services docunents validated agai nst
mat eri al and services reports, etc.). Fund status infornmation
wi |l be validated using budget execution reports, |abor reports,
interface update reports, and source docunent files.
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3. Validations are perforned on a docunent for document basis
for mterial and services, and travel transactions. Material and
service transaction validation will include transactions
processed through the |local Direct Support Stock Control (DSSC)
SASSY, and any ot her mechani zed systemthat is interfaced with
SABRS

4. Validation of l|abor information is perforned on an individua

basis. The badge nunber assigned to the enployee will be the
control key for |abor validation

4008. MEMORANDUM FUND BALANCES

1. Menmorandum fund bal ances are created and maintained to
provi de fund adm nistrators and work centers with actual fund

bal ances. SABRS is not a real tinme systemand may only be
updat ed on a weekly basis. The amobunt of requisitions, contracts
received, travel orders created, etc. that occur after one cycle
but before the next cycle is run is not present in bal ances
reflected in SABRS. Due to this fact, manual bal ances nust be
mai nt ai ned by the fund admi ni strator and work center to insure
that funds allotted are not over obligated.

2.  Manual nenorandum fund bal ances are nmi ntai ned using the | ast
SABRS cycl e avail abl e bal ances and subtracting fromthese anounts
any financial transactions that the fund adm nistrator and work
center have created that have not yet posted in SABRS. The key
for proper mai ntenance of a running fund bal ance is based on the
source docunent files created and nai ntai ned by the fund

adm ni strator or work center (refer to paragraph 4002 for

expl anation of source docunent files).

3.  Menorandum fund bal ances shoul d be maintai ned for reservation
and obligation bal ances. Locally devel oped fornms should be used
to maintain the current reservation and obligation avail able

bal ances. These forms should include the | ast SABRS update
nunber and the date of the last run cycle.

4009. PAYMENT RECONCI LI ATl ON

1. Standard definitions have been created throughout DoD to
descri be the status of paynents nade and processed. These
definitions are:
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a. Not Distributed Disbursements. These are transactions
are paynents nmade by a di sbursing office which have not yet been
entered into a nmechani zed systemfor distribution to the conmand
who’' s funds were affected.

b. In Transit D sbursenents. These transactions are
paynments made and processed, but not yet received at the command
who' s funds were affected.

c. Posted Disbursenents. Paynents that were nmade by a
di sbursing office, sent to the affected conmand, and posted in
the accounting system against a valid, matching obligation

d. Unmatched Di sbursenents. Paynents made and sent to a
command by a disbursing office, but no matching obligation is
found in the accounting system

e. Negative Unliquidated Ooligations. Paynents are nade
and processed to the command by a disbursing office. The paynent
pasts against an obligation in the accounting system However
t he paynment exceeds the anmount of the obligation recorded in the
accounting system

2. Most paynents are processed into SABRS through various
mechani zed interfaces with external disbursing or paynent
systens. The key for paynent posting in SABRS (other than | abor
which is discussed in chapter 6) is the docunent nunber. If the
i ncom ng payment record processing into SABRS does not find a
mat chi ng obl i gati on docunent nunber resident in the travel or
mat eri al and services files, the paynent goes into an unmatched
di shur sement st at us.

3. Unmatched di sbursenents have al ready been charged agai nst the
OPBUD for distribution purposes. The unnmatched paynent reduces
the avail abl e bal ance for the Marine Corps at the United States
Treasury when the paying disbursing office submts it’s nmonthly
returns. Al so, the balance of a commands unmatched di sbursenents
is reflected in the general |edger and nonthly status reports in
separate and distinct accounts. Wth the current and future
reduction in operating funds, unmatched di shursenents prol ong the
clearing of accounting records and may gi ve outsi de agenci es an
erroneous picture of Marine Corps fund execution

4. Paynments may go into an unmatched status for the follow ng
reasons:
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a. |Incom ng paynent record is valid in all respects, to
i nclude cited docunment nunber, but no natching obligation was
ever entered into SABRS or was once entered and subsequently
cancel ed by the fund adm ni strator

b. An obligation is resident in SABRS under a different
docurent nunber than cited in the inconing paynent record.

c. The incom ng paynent is not valid for charge against the
conmand.

5. The local DAOw Il attenpt to post undistributed paynments
based on information in the electronic paynent record or

avail abl e source docunments. However, nmany undi stributed paynents
wi |l not have enough information available for the DAOto
accurately post the paynment in SABRS. In those cases, the DAO
will solicit help fromthe appropriate conptroller office to
determ ne which record the paynent should be posted against. |If
she paynment is deternmined to be erroneous by the conptroller, the
DAO shoul d be informed to take corrective action

6. Conptrollers, their fund adm nistrators, and work centers
shoul d ensure tinely posting of obligations and expenses into
SABRS to ensure that records are available in the accounting
system for paynents to match agai nst when processed i nto SABRS

7. Once the paynent has posted i nto SABRS agai nst a matchi ng
obligation, fund adm nistrators and work centers should check the
anount of the payment and conpare it with the obligation. If the
paynent exceeds the obligation, which creates a negative

unliqui dated obligation status, the original obligation should be
i ncreased to equal the paynent, provided the paynent anount is
valid. If the paynment anmount is not valid, the servicing DAO
shoul d be contacted for assistance in correcting the processed

di shur senent .

4010. 1 NVO CE CERTI FI CATION. Wen fund adm nistrators and work
centers order goods and services that are contracted for with a
private entity, an invoice should be received when the ordered
goods and services are delivered. This invoice is checked

agai nst what material was received to insure the material is in
good condition and is the nmaterial ordered. Likew se, invoices
fromvendors providing services is validated to insure the
service contracted for was perforned. Once an invoice is

recei ved and the receipt of goods and services validated, a

4-15



4011 SABRS FI NANCI AL PROCEDURES MANUAL

paynment voucher (NavConpt Form 2277) is prepared. The fund

adm nistrator or work center certifies the voucher as proper for
paynment by the DAO  Special attention should be given to the
NavConpt Form 2277 when certifying for paynent to ensure that the
correct docunent number and accounting classification code are
cited on the fornms The docunent nunber and accounting
classification code cited on the NavConpt Form 2277 is what wll
be keyed into a disbursing systemand ultinately beconmes najor

i nformati on contained in the paynent record processed back into
SABRS. |f the document nunber or the accounting classification
code on the NavConpt Form 2277 are incorrect, the paynent
processed back into SABRS will go undistributed.

4011. UNFI LLED/ UNLI QUI DATED ORDER VALI DATI ONS

1. Per Navy Conptroller Manual, Vol. |11, paragraph 039101

val i dations of outstanding unfilled and unli qui dated obligations
are mandatory at | east once each fiscal year. Additiona

val idations may be required during the fiscal year for better
fund control and utilization. Conptrollers, their respective
fund adm nistrators, and work centers will conduct at |east a
quarterly review of the outstanding unfilled and unli qui dated
obligations posted in SABRS. An outstanding unfilled obligation
exi sts when an obligation has been entered into SABRS, but no
expense (receipt of material or services ordered, travel has not
yet occurred) has been recorded in SABRS. An outstanding

unl i qui dated order exists when the recei pt or expense has been
recorded in SABRS for the transaction, but paynent for the goods
or services has not yet been received or posted.

2. Locally established procedures will be followed for conducting
the quarterly reviews and validations. It is essential that al
out st andi ng docunents be reviewed with necessary adjustnents nade
in the accounting system Validations justify the anpunts and
requi renents processed into SABRS. Invalid amunts of
obligations recorded in SABRS restricts the use of those funds.
Through the validation process, anmpbunts found to be erroneous are
corrected which in many cases will result in an increase of the
fund adm ni strators avail abl e bal ance for other purchases of
goods and services. GCenerally, the follow ng areas should be
consi dered when conducting validations:

a. Travel Docunents
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1. Were the orders executed by the traveler or was the
trip cancel ed?

2. Did the individual settle after the TAD trip was
conpl et ed?

3. Can a copy of the settlenent be forwarded to the
DAO for their efforts in posting the paynent to conplete the
entitlenent portion of the travel record?

b. WMaterial and Services Docunents

1. For mechani zed supply requisitions, has the status
in supply been validated to ensure the order was not cancel ed,
shi pnent is due, shiprment occurred, partial shipment occurred,
etc..

2. Are there orders resident in the supply systemthat
have no correspondi ng obligation in SABRS?

3. For contracts and purchase orders, has the
contracting office been contacted for validation that the
contract was issued to the designated vendor. Has the
contracting office or fund adm nistrator contacted the vendor
concerning the material or service delivery? Ws the service or
materi al ordered received? WAs an invoice received? Ws the
i nvoice certified and forwarded to di sbursing for paynent? Ws a
copy of the paynment voucher received by the fund adm ni strator or
work center? Has a copy of the voucher been sent to the DAO to
assist in their posting of the paynent?

4. For reinbursabl e authorizations, has a status
report been received fromthe activity perform ng the requested
work or service? Have billings been received fromthe performng
activity for work and services rendered? Are funds available for
wi t hdrawal or do nore funds need to be authorized to conplete the
request ed order.

5. For training authorizations and agreenents, was the
aut hori zation form signed by the appropriate officials and
forwarded either to disbursing for a check or sent to the
organi zation performng the training for future billing? Did the
i ndi vi dual conpl ete the training?
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3. Two specific DIC s have been established in SABRS for
processi ng changes to material and services transactions due to
an unfilled orders validation. A DI C of "XSzZ" should be used for
adj ustnments to the obligation amount recorded in SABRS. The XSZ
DIC will be used for both increases and decreases to the
obligation amount for a specific docunent in SABRS. The DI C of
"XRZ" has been created to adjust the record (reservation
obligation, and expense amounts) for all noney fields to equa
the amobunt of the posted liquidation. Statistical accounts in
the general |edger will be updated with the anbunts processed
using either the DI C of XSZ or XRZ when processing adjustnments
that result fromthe validation of unfilled orders in SABRS

4. Follow up on reported di screpanci es and corrections by fund
adm ni strators and work centers should be perfornmed tinely after
each review is conpleted. Discrepancies that have been reported
several times for correction, with no action taken, should be
brought to the DAO s attention for action
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CHAPTER 5

REI MBURSABLES, ALLOCATI ONS, AND WORK UNI TS

5001. REI MBURSABLE ORDERS

1. A reinbursable order or authorization is any witten
agreenent between two activities of the Federal CGovernmnent that
requires one activity to provide goods or services to the other
activity in exchange for paynent to cover the costs of goods or
services provided. Specific information concerning applicable
situations and regul atory requirenents of reinbursable orders is
contai ned in NavConpt Manual volume 3, chapter 5, section 035400.
Cenerally, reinbursable orders will involve two parties in the
agreenent :

a. Customer. The activity that is requesting the work or
services to be provided from another conmand or activity. The
custoner is the activity that will ultimtely pay funds out of
their OPBUD for the provided goods and services. The custoner
records the reinbursable request as a reservation in SABRS. Once
the acceptance copy is received fromthe perfornming activity, an
obligation is entered into the accounting system Paynments wl|
post fromregisters processed when the performng activity bills
the customer for work or services rendered. The activity wll
then process an expense into SABRS to equal the anpbunt of the
paynent .

b. Performer. The activity that agrees and accepts the
request fromthe custonmer to performthe requested work or
service in exchange for paynent of the costs involved in
provi ding the requested goods or services. The perforner
initially pays for the needed | abor, material, travel, etc.
necessary to fulfill the accepted agreenment out the their own
operating funds. The perforner then bills the custonmer to recoup
the amount of funds they have spent in support of the custoner.
The transfer of funds through the billing process is called
rei mbursenment of funds, thus the termof reinbursable for these
types of agreenents.

2. As the performer conpletes work and i ncurs expenses in
benefit of the customer, the performer will create a bill to
charge the custoners appropriation infornmation and credit the
performers appropriation. The original reinbursable agreenent
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will cite the appropriation to be charged for the custoner.
Billings will be created at |least on a quarterly basis. The
anount billed should exceed one hundred dollars per quarter
(except for final bills), but an anount |ess than one hundred
dollars may be billed at the option of the billing activity.

3. The performer will provide the agreed upon goods or services
wi thin the anount authorized on the original or anmended

rei nbursabl e aut hori zation. The performer cannot exceed the
anount aut horized wi thout prior approval fromthe custoner. |If
the perfornmer exceeds the anobunt authorized and the custoner does
not agree to the anmount of the authorization, the perforners
OPBUD absorbs the additional cost. The functional nanager or
fund adm ni strator responsible for the execution of the accepted
rei mbursabl e should nonitor the ampbunt used and avail able. Once
t he anmount available is determined to be insufficient to cover
the cost of the requested work, the custoner should be notified
and a request for additional funds should be made prior to
spendi ng i n excess of the anmobunt currently authorized.

4. The perforner on a quarterly basis and for the last three
mont hs of the fiscal year on a nonthly basis, prepare and
forward a status report to the customer on the condition and
bal ances of the reinbursable authorization. Any bal ances

avail abl e for withdrawal by the custonmer should be annotated on
the status report.

5002. TYPES OF REI MBURSABLE AGREEMENTS

1. There are two types of reinbursable agreenents. These
agreenent types are:

a. Econony Act Orders. This type of order when issued and
accepted is used for work or services of a normal or recurring
nature. Such work includes utility support, admnistrative
support, janitorial support, etc.. Funds are normally authorized
on a quarterly basis with funds avail able for new obligations
only during the current fiscal year. An econony act order is
also referred to as a "Wrk Request”.

b. Project Orders. This type of order when issued and
accepted is used for work or services with long conpletion tines
or for non-recurring type of work. Typical work requested with
project orders is the overhaul of weapon systens and equi pnent.

5-4



SABRS FI NANCI AL PROCEDURES MANUAL 5003

Project orders normally contain a date or tine frane when work is
estimated to be conpleted. This may carry over to nore than one
fiscal year. The funds authorized in the project order are valid
for incurring new obligations through the life of the order
regardl ess of fiscal year. SABRS, through the year end process
and Fiscal Year open procedures will bring forward the
unobl i gated anount of the project order for use in the new fisca
year. Billings created by SABRS will still charge the original
fiscal year cited on the project order regardl ess of the year of
execution.

2. The major difference between the econony act order and the
project order is the type of service provided and the ability to
i ncur obligations within the scope of authorized work. Econony
act orders are fiscal year specific for fund availability.

Project orders are project length specific regardl ess of how many
years it takes to conplete the authorized work. Econony Act
orders are for normal working services such as utility or

adm ni strative support, while project orders are for itens that
require long termwork efforts to provide the requested service.

5003. RECORDI NG REI MBURSABLE ORDERS | N SABRS

1. There are two different nmethods of recording reinbursable
orders in SABRS. The two nethods are based on whether the
command is the custoner of the request or the performer. Both
nmet hods are descri bed bel ow

a. Custoner |ssued Reinbursable Orders. Wen the command
is the customer and begins the authorization process by creating
a NavConpt Form 2275 Request for Rei nbursable Wrk or Services or
creating a DD Form 448 Mlitary Interdepartnental Purchase
Request, the follow ng is done:

1. Create the NavConpt Form 2275 or DD Form 448 and
forward to the command or agency that will performthe requested
wor k or service.

2. Record a reservation of funds in SABRS using the
mat eri al and services subsystem

3. Once acceptance of the requested work is received

by the command (this will be the NavConpt Form 2275 with
acceptance block filled out and signed or a DD Form 448-1 M PR
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acceptance), an obligation needs to be recorded i n SABRS using
the material and services subsystem

4. As the performer provides work or services based on
the rei mbursabl e authorization, that conmand will bill your
appropriation. The billing process will create a paynent record
which will post in SABRS agai nst the docunent nunber that was
assigned to the reinmbursable authorization form Once a paynent
is posted in SABRS fromthe billing action, the user will create
an expense transaction to process into SABRS to equal the anopunt
of the posted paynent.

5. The performer will provide quarterly or nonthly a
status report on the execution of the reinbursable order

b. Perfornmer Accepted Rei nbursable Orders. Wen your
command is the performer of a reinbursable order, the foll ow ng
i s done:

1. Wen the reinbursable order is received at the
command, a determ nation nust be made if the requested work or

service can be perfornmed. |f the command cannot accommopdate the
request, the order is returned to the originator with
non-acceptance. |If the order is non-accepted, that is the end of

t he process.

2. |If the command determ nes it has the capability of
provi ding the requested work or service, the NavConpt Form 2275
is accepted and returned to the originator. |If the work was
requested on a DD Form 448, a DD Form 448-1 acceptance is
conpl eted and returned to the originator

3. Once the reinbursable order is accepted, a
rei mbursabl e record or profile nmust be created in SABRS before
any work against the order can begin. The conmmands budget office
normal Iy has responsibility for creating the reinbursable record

in SABRS. The record contains the custoner billing address,
financial information to receive credits back to the command from
billings, the anount authorized under the rei nbursable, and
billing codes to reflect separate |ines of accounting

classification code information to be billed against. SABRS
Budget Execution User’s Manual contains instructions on howto
| oad an accepted rei nbursabl e order into SABRS

When | oading the reinbursable profile it is essential that the
correct reinbursable source code be used in the identification
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profile. These codes tell the systemthe source of the
transacti on and whether the docunment is funded or unfunded for
reporting and general |edger update. SABRS central table 058
contains all the valid source codes

4. The key to the reinbursable record in SABRS is the
rei nbursabl e order nunber or RON assigned to the profile. The
RON is a unique three digit code used to identify one specific
rei nbursabl e order the conmmand has accept ed.

5. Once the RON and reinbursable record are
established in SABRS, the fund admi nistrator(s) who will execute
the order need to be infornmed of the RON, reinbursable billing
code(s) (RBC) and ampunt authorized for work. The fund
adm nistrators will create new FIP s using the RON and RBC s
The FIP's citing the RON and RBC will be used on all naterial
orders, travel, or |abor usage pertaining to acconplishing the
wor k or service requested in the reinbursabl e order.

6. SABRS identifies the charges processed into the
system as rei mbursabl e based on the RON nunber cited in the FIP
processed with the spending transaction. The RON identifies
whi ch custonmer order to record the charges against for future
billing.

7. Transactions are processed agai nst the rei nbursabl e
in the sane manner as any direct charge transaction. Again the
RON in the FIP identifies the cost as reinbursable in SABRS
Fol l ow i nstructions contained in the SABRS userVs manual s for
mat eri al and services, travel, and |abor on how to key
transactions into the system \Wen produci ng these docunents,
the user creates the docunent nunber for material and service
transacti ons and assigns the accounting cl assification code. The
accounting classification code shown on source docunents wll be
the user’s basic code. Do not use the customers appropriation
data on source docunents.

8. Expense recording in SABRS is the key for
rei nmbursable bills to be created. As expenses are recorded, the
systemw || accunul ate themand create a bill totaling the anmount
of expenses recorded that have not previously been billed to the
custoner. Special attention is required by the user to record
expenses in SABRS correctly and in a tinely manner for billing
pur poses.
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9. SABRS will bill the customer on a nonthly basis if
expenses have been recorded in the systemduring the nonth that
exceed one hundred dollars. |f expenses are | ess than one
hundred dollars, the systemw |l produce a bill and place it on
hold. The hold can be renoved through manual intervention with
the systemto release the bill, else it is not rel eased.

10. Quarterly, and on a nonthly basis during the |ast
quarter of the fiscal year, SABRS will automatically produce a
status NavConpt 2193 report for mailing to the custonmer. The
status report will reflect how nuch was authorized and how nmuch
has been executed and billed against the custoners order

11. The amount of funds authorized on the reinbursable

order is not to be exceeded without prior approval fromthe
cust omer .

5004. MONI TORI NG REI MBURSABLE ORDERS | N SABRS

1. The status of reinbursable orders accepted by the command can
be gained in several ways. Information on the overall status can
be obtained using the SABRS | nquiry Subsystem Status on

i ndi vi dual source transactions for material and services and
travel documents can al so be obtained using the SABRS | nquiry
Subsystem

2. SABRS will-produce reports for budget execution information
concerni ng accepted rei nmbursable orders. The report formats are
the same as for direct budget execution information. Refer to
the SABRS Batch Reports Manual for report nunbers and fornats.

3. Material and services and travel transactions will be shown
on the sane reports for these areas as a fund adnmini strators
direct funds. The key for distinguishing the direct transactions
fromthe reinbursable ones is the RONthat will be cited with al
rei mbursabl e transacti ons.

4. Key reports concerning reinbursabl e orders are:

a. X205 - Funded Rei nbursabl e Fund Adni ni strator Managenent
Report: This report will provide the total of reinbursable
orders accepted and bei ng executed by a specific fund
adm nistrator. The report provides authorizations, reservations,
obl i gations, expenses, and liquidation's to date, broken down by
obj ect cl ass/subobject class codes.
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b. XR29 - Field Funded Rei nbursable Detail Planning and
Performance Report: This-report will provide reservation
obl i gation, expense, and liquidation information for each
rei mbursabl e order accepted and executed by fund adm ni strator
and work center. Execution information is provided by program
el enent, object class, cost account code, and activity group
Fi gures shown on this report are cumnul ative to date

c. PRR5 - Reinbursable Order Report for Current Cycle:
This report provides the authorization, obligation, expense, and
rei mbursenments earned information for each rei nbursabl e order
Information is shown on a current cycle, current nmonth, current
quarter, and yearly total basis.

5005. SOURCE DOCUMENT FILES FOR REI MBURSABLES. Source docunent
files should be naintained on each accepted rei nbursabl e order
The files should contain all authorization docunments to include
anendnents. Al so a pending and posted files should be naintained
for each specific reinbursable authorization

5006. ALLOCATI ONS

1. An allocation is a redistribution of cost fromone area to
another. This redistribution can be between direct and

rei nbursabl e cost or between work centers and fund adm nistrators
within a command. The purpose of an allocation is to natch the
cost of work or services incurred with the area that benefited
fromthe expense incurred by the conmand.

2. \Wen costs are allocated fromone area to another, the area
transferring the costs increases their avail abl e bal ance, while
the area that the cost is being allocated too has a reduction in
their avail abl e bal ance.

3. The Allocation Subsystem contained in SABRS has seven maj or
functions that the systens will performfor the user and conmand:

a. Mintains a file of rate codes which represent formulas
used to cal cul ate charges for subordinate and tenant activities.

b. Maintains user agreenents negotiated between the conmand
and tenant activities to detern ne anobunts to be all ocated for
commpn use fees.
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c. Calculates and distributes direct costs fromthe
commands FIP to the subordinate or tenant activities FIP. Costs
are distributed on a monthly basis.

d. Calculates costs transferred fromdirect to rei nbursable
and al l ocates themto the appropriate reinbursabl e order nunber
These transferred costs update the general |edger, budget
execution file, and the reinbursable file. Costs transferred are
included in anpbunts billed to the custoner for rei nmbursement on a
mont hl y basi s.

e. Creates work unit information based on the allocation
file for usage data concerning agreenents and transfers.

f. Generates user reports to support information processed
through the allocation subsystem

g. Allows for correction of previously processed cost
al | ocati ons.

4. Instructions for utilizing the allocation subsystem are
contained in the SABRS All ocations User’s Manual. This manua
contains all the keying instructions for creating agreenents,
rate tables, and other functions for processing allocations in
SABRS

5. Special attention should be given to deciml points when
processing usage and rate information in the subsystem The user
must place the decinal point where appropriate. |If the deci mal
is not keyed the system may process a greater anmount or rate than
desired in the system This will cause over transfers to occur
and distort the fund adm nistrators and comrands fi nanci al
position.

5007. WORK UNITS

1. Work units provide the neasuring apparatus that all ows users
to conpare dollar execution information with a quantitative
measure of units of goods and services received or applied. An
exanpl e is conparing the anount spent on gallons of gasoline to
the nunber of nmiles for operation of notor vehicles. The work
units entered would be mles that the vehicles were driven and
gal l ons of gasoline used. The cost and usage for gasoline is
conmpared with mles driven and gallons consuned to allow for
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determination of how many miles per gallon the vehicles were
achieving and the overall cost of the fuel consuned to operate
the vehicles. Another work unit conparison is kilowatt hours to
cost to determ ne the average cost for a kilowatt of electricity
consuned by the command. The recording of kilowatt hours al so
provi des managers historical information on roughly how much
electricity is required to run the base or command for a year
This type of information aids in budget creation for justifying
funding requested. This type of conparative information is al so
needed for internal cost conparison and external reporting

requi renents.

2. Work units are entered through the Budget Execution Subsystem
of SABRS. Keying instructions for entering work unit information
is contained in the SABRS Budget Execution User’s Manual .

3. Work units are entered using basic appropriation, subhead,
fund adm nistrator, work center, cost account code affected, and
two digit work unit indicator. Al the applicable cost account
codes that have a work unit reportable are listed in SABRS
Central Table OF8. This table contains the applicable two digit
work unit indicator to be keyed for the cost account code and a
description of the unit neasurenent. Exanples of work unit
indicators are CH for civilian hours, CJ for pieces or nunber of
equi pnent, and HWfor tons. Wrk unit quantities are entered
based on the nonth of occurrence. The entry screen in SABRS wil |
provide a field for each nonth.

4., Once work units are entered into the system several reports
can be used to validate and use the entered i nformation

a. XR3F - Field Fund Admi nistrator and Wirk Center Direct
Actual Curul ative Work Unit Report: This report will provide the
user with the fund adnministrator, work center, fund code, cost
account code, type of work unit entered, and the nonthly and year
to date units keyed and processed i nto SABRS

b. XR3E - Field OPBUD Direct Actual Cumul ative Wrk Unit

Report: This report is essentially the sane as the XR3F but at
the OPBUD | evel or command | evel
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CHAPTER 6
Cl VI LI AN LABOR
6001. GENERAL

1. Cvilian labor is normally the single, |largest type of cost
or expense at a post or station. The costs associated with
civilian | abor are closely nonitored and controll ed. Comands
are provided with | abor dollar ceilings that limts the anount of
funds that can be used to cover the cost of divilian |abor

2. Civilian | abor costs can broken down into three major
categories. The first category is personal conpensation

Per sonal conpensation are those costs incurred for covering
enpl oyee’ s basic pay and other entitlenments earned such as
overtime, shift differential, environmental entitlenents, etc.
personal conpensation is recorded in SABRS as an object class 11
cost. The second category is fringe benefits. Fringe benefits
are costs incurred by the Governnent or enployer for their
portion of covering the expense of life insurance, health
benefits, social security, thrift savings, and retirenment that
benefit the enployee. Fringe benefits are recorded in SABRS as
an object class 12 cost. The |ast category is severance pay
which is recorded in SABRS as an object class 13 cost.

6002. PAY SCHEDULES. There are three major pay schedul es used
in the Departnent of Defense that affect the conpensation and
entitlenents of civilian enployees. First is the Genera
Schedule or GS rating. GS enployees nornmally include those in
adm ni strative support positions, accounting and finance
positions, technical positions, classification positions,
managemnment positions, etc.. Second is the WAage Board schedul e
rati ngs. Wage Board enpl oyees normally include those positions
requiring special skills such as electrician, plunber, nmechanic,
certai n managenent positions, etc.. The last mgjor schedul e used
is the Senior Executive Service or SES positions. SES enpl oyees
are in high |l evel managenent positions. SES grades equate with
those of General Grade Officers in the mlitary. Each pay
schedul e has uni que rul es that govern conpensation and
entitlenents. For nore information on these schedul es or on
entitlenents contact your |ocal payroll Iiaison office.
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6003. LABOR FUNCTIONS. There are two mgjor functions associated
with recording and accounting for civilian | abor. These
functions are paying the enpl oyee and recording the cost and use
of labor in the accounting system Paying the enpl oyee requires
the capturing of attendance information on when the enpl oyee

wor ked, how many hours were worked, any special conditions during
work that would require additional pay entitlenent, etc. The
second function is recording the cost in the accounting system
for financial reporting. The recording function also includes
the distribution of costs to areas where work was performed and
to match costs with a product or service job.

6004. TI ME AND ATTENDANCE

1. Time and attendance recording is the function of accounting
for the hours an enpl oyee worked during the two week pay peri od.
The accounting of hours also includes the recording of specia
entitlenents the enpl oyee earned during the two weeks. These
entitlenents include overtinme, shift differential, environnmenta
bonuses, dirty work hours, etc.. Hours recorded al so includes
any | eave hours, such as annual or sick |eave, and hours when an
enpl oyee is in a non-pay status such as absent without | eave.

2. Time and attendance information is entered and recorded into
the Defense Civilian Pay System (DCPS) for nobst Marine Corps
commands. DCPS is the standard civilian payroll system for DoD.
Under DCPS, commands enter their time and attendance exceptions
for processing in the bi-weekly payroll cycle. The keying of
time and attendance exceptions may be centralized into one office
for the command or decentralized into several major activities
within the post and station.

3. Each command under DCPS will have a payroll Iiaison office.
This office serves as the trouble desk in resolving pay rel ated
problenms with the DCPS nmj or processing center. This office
normal |y assists in training personnel on correct procedures for
mai nt ai ni ng and keying tine and attendance information into DCPS.

4. The recording of tinme and attendance nay be done in severa
ways. Information may be recorded using a tine card that shows
the days and hours worked, a sign in |log, or other nethods that
ensure the validity of the hours entered into the payroll system
for paying the enployee. @uidance on controls for tinme and
attendance recordi ng can be found in NavConpt Manual, Vol une
Three, Chapter Three.
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6005. LABOR DI STRIBUTION. The cost of civilian [abor, for both
per sonal conpensation and fringe benefits, has to be recorded in
SABRS. Labor costs processed into SABRS will reduce the anmount
of available funds for the purchase of other goods or services.
The process of recording the cost of |abor into SABRS is called
| abor distribution. Labor distribution is sinply recording the
cost of labor and applying these costs to areas that gained the
benefit fromthe | abor usage. Labor distribution recording is a
cost accounting function where costs are assigned or natched with
the area or functions that benefited fromthe [ abor to determ ne
the overall cost for maintaining a function or providing a
service for other areas of the conmand.

6006. | NDI VI DUAL BADGE NUMBER. Each enpl oyee nmust be uni quel y
identified in the civilian personnel, payroll, and accounting
systemin order to ensure correct conpensation is processed for
pay purposes and that the cost of the enployee is properly
recorded in the accounting system To acconplish this unique
identification, two codes are utilized. First, the individuals
social security nunber is used for identification in the
personnel and payroll systens. The second identifier is a
multi-digit code is assigned to the enpl oyee called a badge
nunber. Badge nunbers are initially assigned based on the
nunberi ng structure used by the comrand prior to DCPS. Once
commands are paid via DCPS, new enpl oyees added to the payrol
systemw || have badge nunbers assi gned through DCPS. The badge
nunber and social security nunber are used in conbination to
identify the specific enployee for personnel, payroll, and
accounting systens.

6007. SABRS LABOR PERSONNEL FI LE

1. The Labor Personnel File (LPF) is the najor file used in
SABRS to process civilian | abor cost. The key to the file is the
i ndi vi dual badge nunber assigned with each enpl oyee. Loaded to

t hat badge nunber in the file is the basic personnel and pay

i nformati on concerning the enpl oyee. The enpl oyees pay schedul e,
grade, annual rate, and hourly rate are | oaded in the LPF record.

2. The LPF contains a standing or honme FIP for the enployee.
The honme FIP is used as default information to process | abor
costs if no other FIP and distribution exception information for
the enpl oyee is processed into SABRS. The hone FIP will point to
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the work area and function that the enpl oyee normal |y works
under .

3. Instructions for initial creation and subsequent naintenance
of the LPF in SABRS is contained in the SABRS Labor User’s
Manual .

6008. LABOR EXCEPTI ON PROCESSI NG.  Exceptions for |abor are any
event that affects pay, attendance status, or is a transfer of
costs fromone FIP to another. Exceptions for |eave include
those for annual, sick, adm nistrative, holiday, conpensatory
time used, | eave w thout pay, and absent wi thout | eave.
Exceptions for pay purposes include overtine, dirty work
environnental work, etc.. Exceptions for cost transfers include
wor k on rei nbursabl e authorizations and | oaned | abor (| oaned

| abor occurs when an enpl oyee works for another section, fund
adm ni strator, etc. outside of the section and work area where
they normally performtheir work at). Instructions for entering
pay, |eave, and | oaned | abor exceptions into SABRS are cont ai ned
in the SABRS Labor User’s Manual. For comands using DCPS as
their payroll system npst exceptions for labor (i.e., pay
exceptions, |eave used, etc.) will be passed from DCPS to SABRS
based on the exceptions entered into DCPS for tine and attendance
and pay exceptions.

6009. LABOR EXCEPTI ON CODES. The | abor subsystemis driven on
two digit codes for processing | abor exceptions. These codes
identify the type of |eave exception, pay exception, and | oaned

| abor exception to be processed. Proper exception code sel ection
is essential for correct cost execution posting. The valid
exception codes and their descriptions are contained in Appendi x
D of the SABRS Labor User’s Manual. This appendi x should be
referred to when keying | abor exceptions directly into SABRS

6010. LABOR PROCESSI NG | N SABRS

1. SABRS will process the cost of |abor through several steps in
the system Initially, the cost of l|abor is recorded when a

| abor cycle (this can either be daily, weekly, or bi-weekly) is
run. The | abor cycle will take exceptions entered into the
system and distribute the cost to the appropriate FIP
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2. Each exception record has a badge nunber associated with the
transaction. The systemuses that badge nunber entered to find a
mat chi ng record on the LPF. Fromthe natching record on the LPF
SABRS extracts the enployee’s hourly rate and applies it to the
hours of the exceptionéns entered into the system The exception
type code entered is also used to classify the exception for

| eave and to determ ne any additional cost in the case of pay
exceptions.

3. Before the cycle for labor is run, the DAO office enters a
control record into the system which determ nes how rmany | abor
hours are to process into the cycle and for which pay period
these hours will be recorded against. SABRS will process the
exception records and total up those hours affecting attendance.
Exceptions affecting attendance are nornmally the | eave exceptions
keyed, overtine exceptions, and any | abor distribution exceptions
for hour transfers between FIP s.

4. SABRS will calculate the nunber of hours affecting |abor in
the cycle and subtract fromthis figure any exceptions affecting
hours processed into the cycle. Any renuaining hours (hours |eft
after the calculation. Exanple: An 80 hour cycle for labor is
run and 16 hours of |eave exceptions are processed. This |eaves
64 hours to process that is not specifically identified in any
exception) left after this calculation are charged agai nst the
home FIP assigned to the individual in the LPF. The financial
charge of reservation, obligation, and expense is processed based
on the nunber of hours for the cycle tines the hourly rate of the
enpl oyee fromthe LPF.

5. If no exception hours are processed into SABRS for the pay
cycle, the system assunes all work is chargeabl e agai nst the hone
FI P assigned to the individual on the LPF. Care should be taken
to ensure that the correct hone FIP chargeable for the enpl oyee
is loaded in the LPF.

6011. LABOR FIPS. FIPW affecting | abor are | oaded to SABRS
Local Table 025. This table is used to "wild card’ the subobject
class code field. Subobject class codes for |abor are tied to
the various entitlenments, |eave conditions, and enpl oyee status

of transactions entered and processed into the system The
system uses the exception codes entered and the LPF to
automatically determ ne and assign the applicabl e subobject class
to the cost processed for executed | abor
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6012. LABOR TABLES

1. There are several tables that are required to properly
execute and process | abor in SABRS. These tables are essenti al
for proper processing of paynents, fringe benefit costs,

accel erate | abor, determ ne holidays, and schedul e | abor peri ods.
The bel ow tabl es nmust be maintained by each | ocal command and
DAC

a. Labor Accel eration Percentage Tabl e (SABRS Tabl e Number
OD0) - This table is used to load the | ocal acceleration rate
used for calculating fringe benefit costs and for billing
rei mbur sabl e cust oners.

b. Labor Acceleration Credit FIP Table (SABRS Tabl e Nunber
OD1) - This table is used to load the applicable FIP s where
accel eration credits shoul d be posted.

c. Labor Adjustnent Paraneter Tabl e (SABRS Tabl e Nunber
0D2) - This table is used to set the internal systemdollar
anount that is used as the paraneter for SABRS autonatic
adj ustments for | abor variances between the paid payroll and the
processed obligation contained i n SABRS

d. Labor Conpensatory Tinme FIP Table (SABRS Tabl e Number
OD4) - This table is used to capture the cost for conpensatory
time earned and used in SABRS. A separate FIP needs to be | oaded
for each fund adm ni strator and work center under the conmand.

e. Labor DNR FI P Tabl e (SABRS Tabl e Nunber OE4) - This
table is used to process and post the paynent or |iquidation for
| abor. This table assigns a FIP for the wages earned (OC 11)
| abor costs and each category of fringe benefit (OC 12) costs by
subhead within the command.

f. Labor Holiday FIP Table (SABRS Tabl e Nunmber 012) - This
table is used to post the cost of holiday pay for enpl oyee’s who
do not work the holiday to specific FIP s assigned for holiday
cost collection.

g. Labor Pay Period Table (SABRS Tabl e Nunmber 013) - This
table is used to load all the pay periods for a given cal endar
year. The pay periods are identified with beginning and endi ng
dates around a 14 day peri od.
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h. Labor Extract Records Tabl e (SABRS Tabl e Nunmber 0l 4) -
This table is used to identify to SABRS the dates of exception
records to be extracted and pulled into the SABRS | abor cycle.

i. Labor Holiday Table (SABRS Tabl e Nunmber 0I6) - This
tabl e contains the Julian date of all official holidays for the
year and a description of the holiday.

2. There are several other tables used for reconciliation and
data capturing purposes within the |abor subsystem of SABRS. For
a conplete list of all applicable | abor tables, descriptions of
the tables, and how to update the tables, refer to the SABRS
Labor User’s Manual .

6013. LABOR REPORTS

1. SABRS produces several reports containing | abor execution
exception, and Labor Personnel File information. These reports
require monitoring and verification to ensure the proper posting
of | abor execution information in the system The key | abor
reports are:

a. L201 - Daily Labor Personnel Mintenance Report: This
report will reflect any updates or changes to enpl oyee
i nformati on contained in the SABRS Labor Personnel File. This
report should be validated after any update, addition, or
correction is made to the Personnel History File.

b. L202 - Labor Exception Report: This report provides a

listing by individual badge nunber of all |abor exceptions
processed for the pay period. This report should be validated to
ensure that all exceptions applicable to the enpl oyee, i.e.

| eave, pay, or |oaned |abor, have been processed for the | abor
updat e.

c. L101 - Processing Messages And Records Not Processed:
This report provides a listing by badge nunber of |abor
transactions that did not process due to sone error in the input
record. This report should be worked as soon as received and
val idated to reprocess the transactions that did not update SABRS
due to an error.

d. L220 - Daily Distributed Labor Report: This report

provides a |listing by badge nunber and financial information
poi nter of all hours and associ ated cost processed for the
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i ndi vidual in the SABRS | abor cycle. This report also provides
| abor totals for hours and cost by the work center and fund
adm ni strator for the | abor cycle processed.

e. L509 - Pay Period to Date Distribution Labor Report:
This report is basically the sane as the L220 only it provides
the | abor processed information based on the current pay period
with total to date information concerning the anmount of hours
and cost accumul ated for the year for |abor by the work center
and fund adm ni strator.

f. L203 - Labor Reconciliation Report: This report is run
after the pay period is conplete and brings information fromthe
actual payroll files back into SABRS for conparison with cost
accurrul ated in the accounting system The report show any
vari ance between what was paid for the enployee and the
i nformati on recorded in the accounting system

2. Labor reports should be validated when recei ved and
appropriate corrections nade as soon as possible after
validation. Labor corrections in SABRS becone nore difficult to
| ocate and correct as each successive pay period is processed in
the system

6014. PAY AND LABOR BALANCI NG  After each payroll is processed
by the assigned payroll office, the actual pay information for
each enpl oyee under the given conmand is processed into SABRS for
conpari son and adjustment of cost anmounts recorded in the
accounting system The actual paid payroll is used by SABRS as
the actual cost that should be recorded for each enpl oyee. SABRS
adj usts the amounts collected for |abor for the payroll period in
the accounting systemso that |abor costs by each individua

enpl oyee equal s the amobunt fromthe actual paid pay-roll

Adj ustnents nmade in anounts between the payroll and SABRS are
posted agai nst the hone FIP assigned to the individual in the
LPF. SABRS report nunber L203 will reflect any variances and the
anount of adjustnent processed into SABRS fromthe pay and | abor
bal anci ng process. Anpunts adjusted by the systemfromthe pay
and | abor bal anci ng process that exceed the adjustnment paraneter
anount | oaded in SABRS Local Table 0D2 will be flagged for user

i nf ormati on.

6015. LABOR ACCELERATI ON
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1. SABRS processes cost information on | abor for both object
class 11 (personnel conpensation) and object class 12 (fringe
benefits). Personnel conpensation is based on the actual hourly
sal ary an enpl oyee rates and the hours the individual worked (or
was in an authorized | eave paynent status) during the pay period.
The amount of cost for fringe benefits is processed through a

cal cul ation process in SABRS

2. SABRS takes the cost for personnel conpensation posted in the
systemand multiplies the anmount by a rate factor established in
SABRS Local Table 0DO. This rate factor increases or

"accel erates’ the amount of |abor cost recorded in SABRS to
account for the governnents cost of fringe benefits and for the
governments future liability incurred for each civilians annua

| eave accunul ati on.

3. The anpunt recorded for acceleration increases the
reservation, obligation, and expense for |abor in SABRS and
creases the commands avail abl e bal ance. The command shoul d

nmoni tor the anount posted in SABRS and conpare this amunt to
paynments made for fringe benefits fromthe actual payroll

Vari ances shoul d be adjusted in SABRS to increase or decrease the
anount posted for fringe benefits. Variances should be corrected
usi ng instructions contai ned on page 43 of the SABRS Labor Users
Manual . These instructions require the FIP associated with the
category of the fringe benefit to be decreased (in sone cases

i ncreased) and a dollar val ue.

4. At least annually, the amount reflected in SABRS Local Table
0D0 should be calculated and verified follow ng the procedures

established in the SABRS Labor User’s Manual. |[If the percentage
is too low to conpensate for actual costs of fringe benefits, the
figure in table ODO should be increased, likewise if the figure

is too high the figure should be | owered. The 0ODO table can be
adj usted during the year if the original calculation was in error
or new benefit entitlenments have been enact ed.

6016. Cl VI LI AN PERSONNEL RESOURCES REPORTI NG SYSTEM

1. The Civilian Personnel Resources Reporting System ( CPRRS)
report reflects the cost of civilian | abor by graded and ungraded
enpl oyees. CPRRS di spl ays these costs by the various breakdowns
of object class 11, 12, and 13. The report also reflects the
amount of | abor cost incurred that was rei nbursable and how much
was spent on civilian pernmanent change of station
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2. The CPRRS report is produced by SABRS based on civilian
payroll information collected. The CPRRS report is produced at
the end or each nonth through the Monthly Labor Process
(GF715MCO) run in SABRS

3. The CPRRS report is inmportant because of its use by higher
authority to justify labor dollars executed and future budget
requi renents. NavConpt reviews the execution reported on CPRRS
and conpares it to the anobunts of funding authorized for civilian
| abor. Comptrollers should review the anounts reported on CPRRS
to the anmounts reflected on the actual bi-weekly payroll to
ensure the accuracy of | abor infornmation being reported to higher
headquarters.
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CHAPTER 7
BUDGET FORMULATI ON
7001. GENERAL

1. Procedures for input of budget fornulation data have changed.
This process is no |onger acconplished through a Persona

Comput er software package, but has been devel oped as a mainfrane
application which is part of the suite of subsystens conprising
SABRS

2. The Budget Fornul ati on subsystemis built around data tables
for automatic assignnent or verification of input information
The key to building formulation records in the subsystemis by
use of Financial Information Pointers (FIP)

7002. BACKGROUND

1. Budget formulation is the creation of a formal plan that
reflects how funds are expected to be spent or executed to
support the mssions and functions of a command. The formul ation
process for a specific fiscal year(s) begins with the budget cal
sent from Headquarters, Marine Corps (HQW). The budget cal

will contain ambunts that will be used by the comrands to

formul ate the budget subnission. These anpbunts are estimates
when the budget call is forwarded and mnay change as successive
steps of the budget approval process are conpl et ed.

2. The subm ssion of each command’s budget will be consolidated
at HOQMC for forwarding to the Navy Conptroller O fice (NavConpt).
NavConpt reviews the Marine Corps subm ssion and forwards a

combi ned Navy and Mari ne Corps budget submission to the Ofice of
the Secretary of Defense (0OSD) Conptroller for inclusion with the
ot her services’ budget subm ssions. During the Navy and OSD
revi ew of the budget subm ssions, marks (both increases and
decreases) are made agai nst the Marine Corps budget. After
reviews are conpleted, OSD forwards a DoD budget submi ssion to

t he Congress.

3. Congress reviews the budget subm ssions, nmaking various

changes to the request, and passes an appropriation bill which
refl ects Congressional adjustnments. Once the Congress passes the
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appropriation bill and the President of the United States signs
the bill into |law, the services are provided funds to operate
within the specific fiscal year authorized. The approved
appropriation is then distributed based on commands’ budget

subm ssions and the command is issued funds for operations
through an Operating Budget (OPBUD). The OPBUD provides the
command with the anmpbunt of funds authorized, by quarter, for

i ncurring obligations and spending funds out of the United States
Treasury for the purchase of goods and services.

7003. FORMULATI ON_ AND EXECUTI ON RELATI ONSHI P

1. Budget formulation is the creation of a spending plan for the
command to acconplish it’s assigned m ssions. The budget plan
reflects how each battalion, squadron, base elenment, and units

wi |l use funding provided for operating costs, such as the

pur chase of goods and services, paying civilian | abor, etc.

2. Fornulation is the spending plan. Budget execution is the
actual spending of authorized funds. Through budget execution
the goods and services are procured, civilians are paid, TAD
trips and training are acconplished, etc.. The actual execution
of the budget should relate and be conparable to the formulation
plan. [|f funding was budgeted for the mai ntenance of tracked
vehicles these funds are nornmally executed for that purpose. |If
funding was allocated for utilities in the forrmulation plan
normal |y these funds are executed or spent for utility services.

3. Budget fornmul ati on and execution conpl enent each other. Wen
deci di ng where funds are required to nmeet m ssion requirenents
during the formul ati on phase, the past years execution
information is reviewed to see how fundi ng was spent in prior
years to support the assigned mssions. Likew se, when spendi ng
or executing funds, the forrmulation plan is reviewed and used to
all ocate the available funds to each function for m ssion
acconpl i shrent .

4. Budget execution can also be used to justify additiona
fundi ng requests. When OPBUD s are decreased while the m ssions
of the command have not, past years’ spending requirenents can
hel p when trying to justify budget increases. For exanple, if
past years’ funding was higher for vehicle maintenance and this

| evel of funding naintained the vehicles at 95 percent readi ness,
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an increase request can be justified by using the reduced
readi ness |l evel of the vehicles that is maintainable at the | ower
fundi ng | evel .

5. Budget execution can also be an inportant factor, inpacting
on the commands ability to seek additional funding or rmaintaining
a current funding level. |If no extraordinary event has occurred
requiring additional funding and the command is not spending the
allotted funds within the paraneters of their budget subm ssion
the commands ability to justify funding increases or to even

mai ntain their current funding | evel becones difficult.

7004. FORMULATI ON CODI NG STRUCTURE

1. The budget formulation subsystemis built around the
Financial Information Pointer. By the use of the FIP, severa
actions are acconplished. First, the required coding structures
far usage identification are reflected. These structures are
required for reflecting the purposes of funds through the various
departnent |evels of HQMC, Navy, and OSD. The follow ng are
codes used for the purpose of fund identification

a. Appropriation - Identifies the departnent responsible
for the funds authorized. Further identifies the applicable
fiscal year and overall purpose of the approved funds, such as
Operations and Mai ntenance. The appropriation code is assigned
through treasury and acts as the 'bank account nunber’ for fund
i dentification.

b. Subhead - Identifies the office admi nistering the funds
provi ded by an appropriation and al so the prograns these funds
are intended to support. Valid subheads are listed in paragraph
3007. 4c.

c. Program El ement Nunber - A general purpose code
i dentifying the general functions that particular funds support.
This code is the key identifier used in the DoD Future Year
Def ense Program or FYDP. Program el enment codes identify
functions, such as base support, Mral, Wl fare, and Recreation
programns, ground forces, aviation units by type of aircraft,
etc., and the funding and manpower projected to be allocated to
the function. An exanple of a Program El ement Code is 0206495M
whi ch represents funds for base comruni cati ons.
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d. Object Cass - A code used to identify the type of
expense, such as civilian |abor, fringe benefits, TAD, supplies,
equi pnent, etc. that will be incurred when the funds are used in
t he execution process.

e. Subobject Cass - A code used to further breakdown the
object class into greater detail of expense. Subobject C ass
codes wi Il breakdown civilian | abor object classes into expenses
for regular salaries, overtine, etc.; travel into purpose and
cost category; supply purchases into source, etc.. Subobject
Cl ass codes are established for all object classes to further
define the type of expense that will be incurred.

f. Cost Account Code - A code used to identify the fina
purpose for which funds will be spent. Cost Account Codes
identify lower functional areas within the programelenent to
identify costs used for maintenance and the type of mmintenance
done, adm nistrative support costs, conputer support costs,
school s and the course of instruction costs, etc.

2. \Wen used in the fornul ation process, the above coding
structures identify how funds will be used to support Marine
Corps Mssions. Al these codes are identified through the use
of the Financial Information Pointer. The FIP contains a Fund
Code which is linked to an appropriation, subhead, and program
el enent nunber. The FIP also contains a specific object class,
subobj ect class, and cost account code. The FIP was chosen as
the key for building fornmulation records because it identifies
all the necessary elenments required by higher headquarters and
out si de departnents.

3. The FIP was further chosen as the key to building fornulation
records because the FIP is used as the key for cost collection
during the budget execution phase. Every spending transaction
entered into SABRS for material and services, |abor, and TAD
contains a FIP for cost classification. By using the FIP in
formul ation and the sanme FIP in execution, nonitoring and
conmparing the two budget phases will be sinplified for financia
managers at each command

7005. BUDGET FORMULATION FI LE

1. The budget forrmulation-file is built through keying
i ndividual FIPs. Each FIP is designed to point to a specific
spendi ng function in the budget. Once the file is established in
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the initial year of use, maintenance of the file will be required
in later years. The user will be able to add new FIP s to the
file when new prograns or internal reorganizations occur or
delete FIP s as prograns are cancel ed.

2. Based on the FIP s entered into the file, all required
exhibits and the OP-32 report are automatically created. The
OP-32 is built based on the object class and subobject class
codes entered with the FIP's. These object class and subobj ect
class codes classify the infornmation into the categories required
by DoD. Additional budget exhibits are built based on the object
cl ass, subobject class, and cost account codes entered with the
FIP. The cost account codes will classify costs to purpose and
identify the activity group and subactivity group (AG SAG for

t hese funds based on the SABRS internal AG SAG structure that
each cost account code is associated with. The relationship

bet ween the Cost Account codes and AG SAG is explained in

par agr aph 3002. 2f .

3. It is critical that all functions and types of expenses
expected to be incurred by the cormand be reflected in the file
through the use of an appropriate FIP. Initial building of the
file will be time consum ng, but future maintenance should

i nvol ve reduced efforts.

4. Detailed instructions for using the Budget Forrmul ation
Subsystem are contai ned in the SABRS Budget Fornul ati on Subsystem
User’s Manual. This Manual will provide keying instructions and
exanpl es of all exhibits and reports which can be created through
t he subsystem
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CHAPTER 8

COVPTRCLLER OFFI CE FUNCTI ONS

8001. GENERAL. As previously discussed in paragraph 1003 of
this Manual, the conptroller and his or her staff have the
responsibility for coordinating and nonitoring financial
information in order to provide the Conmandi ng General or
Commandi ng OFficer with factual data essential for effective
managenment control of the organization. To acconplish this
function, the conptroller office is responsible for distribution
of authorized funding to the commands fund adm nistrators (in
sone cases to the work center level), nonitoring execution of
aut hori zed funds, training financial personnel, and advising the
commander on fund usage and fund availability.

8002. DI STRI BUTI ON OF AUTHORI ZED FUNDI NG

1. Anounts authorized to a command are provided by Headquarters,
Marine Corps on an operating budget (OPBUD). The OPBUD wil |
contain the anmobunt authorized for the current quarter (each
fiscal year is broken up into four quarters, the first being

Cct ober through Decenber, the second being January through March,
the third being April through June and the fourth being July

t hrough Septenber), and projections for subsequent quarters. The
OPBUD may al so contain restrictions on how nmuch or how little can
be executed for specific prograns directed by headquarters.

OPBUD s are normally provided on a quarterly basis, with funding
i ncreases during the quarter authorized through a nessage.

Sorreti mes the fundi ng nessage aut horizing an increase (decrease)
will specify what the funding is to be used for (such as an
environnental project, a famly services project, etc.). Wen
funds are authorized, headquarters will enter these ampunts into
t he Headquarters Accounting System (HAS) for electronic
distribution to the receiving conmand or OPBUD.

2. \Wien amounts authorized are entered into HAS, they will be
distributed to the OPBUD based on subhead. The authorization
will be sent to the command through a default fund code that
points to the subhead being authorized an increase or decrease of
funding. The default fund codes used are:

a. XF = 17*1106. 27A0
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b. XG = 17*1106. 27B0
c. XH = 17*1106. 27L0
d.  XI = 17*1106.27M
e. XJ = 17*1106.27N0
f. XK = 17*¥1106.27T0
g. XX = 17*1107.27A0
h. XY = 17*1107.27T0

3. Once commmuands receive the electronic transfer, the funds need
to be distributed to the appropriate fund adm nistrator (or at
the commands di scretion, funds are distributed to a specific work
center within the fund administrator that will be executing
funds). Funds are distributed using the Budget Execution
Subsystem in SABRS. Instructions for distributing funds are
contained in the Budget Execution User’s Manual. Prior to
distributing funds, comrands nust ensure that SABRS | ocal table
080 (X-AUTH-ISS Mai ntenance Table) is | oaded. Table 080 contains
the issuing major activity (normally the OPBUD nunber) and an

i ssuing fund adm nistrator (nornmally a default fund admi nistrator
code of "00’). Table 080 also contains the mgjor activity, fund
adm ni strator, and work center that funds will be issued or
distributed to.

4, Conmptroller offices will normally provide each fund

adm nistrator with a Planning Estinmate. The planning estimte
will contain the projected anmounts to be authorized to the fund
adm ni strator for each fund code or nmjor programthat the fund
adm nistrator will admnister. The planning estinate letters
provide the fund admi nistrator with projected funding levels in
order for themto plan their fund execution to neet operationa
requi renents.

8003. SUB- OPERATI NG BUDGET.

1. A Sub-Operating Budget -(Sub-OPBUD) occurs when a ngj or
comand or function is subordinate to a higher command and al
funding is passed to the higher command by headquarters. An
exanple of this condition is the relationship between the
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Commander, Marine Forces, Pacific and the Conmandi ng General of
Il MEF (Marine Expeditionary Force). 1Il MEF is a major conmand
by itself, but is subordinate for operational purposes to the
Commander of Marine Forces, Pacific. Headquarters, Marine Corps
distributes all the funding authorized to the Commander of Marine
Forces, Pacific, which will include the funding for Il MEF. The
Comptroller’s office at Marine Forces, Pacific will then take the
funds authorized by headquarters and re-distribute themto their
subordinate activities through a Sub-OPBUD;, in this case to I
VEF.

2. \Wien a Sub-OPBUD situation is created, all the reports and
financial information pertaining to the subordi nate comand are
"rolled” up in SABRS to the major OPBUD hol der for each end of
the nonth reporting. The Sub-OPBUD holder will subnit their
fundi ng requests and budgets through the actual OPBUD hol der for
consolidation of the overall command. The OPBUD hol der will pass
| egal and administrative responsibility for the funds granted to
t he Sub- OPBUD hol der when funds are issued for distribution

3. The instructions for issuing funding froma OPBUD to a

Sub- OPBUD are contai ned in the SABRS Budget Execution User'’'s
Manual .  Sub-OPBUD holders will distribute authorized funds to
their fund adm nistrators or operating target holders (OPTAR s)
in the sane manner as described in paragraph 8002.

8004. OPERATI NG TARGETS HOLDERS. An OPTAR is a sub-division of
a sub-OPBUD. In the previously discussed exanple of Marine
Forces, Pacific sending noney to the sub-OPBUD hol der at |11 NEF,
the MEF Commander will further distribute the funding received
from Marine Forces, Pacific. The Commander, 11 MEF will issue
OPTAR s to his mmjor subordi nate comands, which are the
Division, Fleet Service Support G oup, and Airwing. Wen OPTAR s
are used to further sub-divide a sub-OPBUD, only adm nistrative
responsibility is passed. The legal responsibility resides at

t he sub- OPBUD hol der level. Funds are distributed fromthe
sub-OPBUD to the OPTAR holder in the same manner as described in
par agr aph 8002.

8005. MONI TORI NG AUTHORI ZATI ON OF FUNDS. SABRS produces severa
reports to informthe Conptroller’s office of authorizations and
targets received and of funds distributed to fund adm nistrators
for the OPBUD or Sub-OPBUD. These reports should be reviewed to
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ensure the anmpbunts authorized and the anpunts that were issued to
fund adm ni strators have posted in SABRS. These reports are:

1. XR31 - Authorizations/Targets Received: This report
will identify the anbunt of authorizations or targets received by
the OPBUD or Sub-OPBUD that can be distributed by the command.

2. XR02 - Authorizations Issued: This report will reflect

t he amount of funds passed by the conptroller to each fund

adm nistrator. This report should be checked to ensure the
anount posted in SABRS is equal to the amobunt that is proper for
i ssuing to each fund adm ni strator

8006. MONI TORI NG FUND STATUS FOR COVIVAND

1. There are several tools available to the conptroller and
hi s/ her staff for nmonitoring the execution of their OPBUD or
Sub- OPBUD. The Reports Inquiry Subsystem (described in

par agr aphs 2003. 3i and 4006) can be used to obtain status on

i ndi vidual fund adm nistrators, work centers, or on the overal
command. These inquiries can be done by fiscal year within a
speci fic appropriation and subhead.

2. Another source of information on the commands fund execution
is provided through reports generated after a SABRS cycle. The
key reports for nmonitoring fund execution will be provided either
on paper or can be obtai ned through | NFOPAC (described in

par agraph 4005). Key reports and their descriptions are:

a. XR04 - Budget Execution Report - MAC, Report A: Direct
Funds Summary By FA: This report will provide a sumary of
direct funds by appropriation and subhead, for each fund
adm nistrator within a command. The report reflects the anmounts
of authorizations issued to each fund adm ni strator and the
anounts of recorded reservations and obligations for each fund
adm nistrator. This report is cunulative ‘to date.

b. XR9 - Budget Execution Report Direct Funds By
AG SAG MAC/ FA:  This report will provide a sunmary of
aut hori zations, reservations, and obligations for each fund
adm nistrator within the cormand broken down by activity and
subactivity group codes. This report is cunulative to ‘date.

c. XR16 - Direct Funds Fund Adm ni strator Managenent
Report: This report will provide a sunmary of direct funds by
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appropriation, subhead, and fund adm nistrator for each comrand.
The report will break down authorizations, reservations,

obl i gations, expenses, and liquidations for each fund

adm ni strator with executed object and subobject classes. This
report is cumulative to date.

d. XR20 - Budget Execution Report Direct Funds Sumary by
AG SAG CAC.  This report provides the basic reservation and
obligation status for a command broken down by the applicable
cost account codes and their related activity and subactivity
groups that were used when funds were executed. This report is
broken down by appropriation and subhead and provi des overal
totals for the cormand. This report is cumnulative to date

8007. COVPARI NG BUDGET EXECUTI ON TO GENERAL LEDGER

1. SABRS infornmation updates two separate files for execution
information. One is the Budget Execution File which provides
Comptrollers, Fund Admnistrators, and Wirk Centers information
on funds executed and classifies these costs into areas rel ated
to coding structures in the financial infornmation pointers. The
second file is the CGeneral Ledger which takes all the execution
informati on and classifies information into sunmary accounts such
as di shursenents, outstanding obligations, etc.

2. Information contained in the general |edger is what DFAS uses
to report the overall financial position and status of an OPBUD
This information is conbined for the entire Marine Corps and
reported to the Departnment of the Navy. It is essential that the
information reflected on the general |edger is reasonable and
equal s the total anpunts posted to the budget execution file.

3. Mnthly, the conptroller office should do a conpari son
between totals posted in the budget execution file and anounts
reflected in the conmands general |edger report. The key
accounts to verify fromthe general |edger to the anounts
reflected in budget execution are:

a. Direct Authorizations - Review account 45810
(Al'lotments Received - Direct Progranm). The anount reflected
shoul d equal the total ampunt of direct authority granted to the
OPBUD or Sub-OPBUD for the specific subhead and fiscal year being
reviewed and conpared to the anmounts reflected in the conmands
budget execution reports.
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b. Direct Ooligations - Add together accounts 48100
(Undelivered Orders - Direct Program, 49100 (Accrued
Expenditures - Unpaid - Direct Program, and 49300 (Accr
Expenditures - Paid - Direct Program. The total of these three
accounts shoul d equal the amount of obligations recorded in the
comands budget execution reports for the specific subhead and
fiscal year being revi ewed.

c. Direct Expenses - Add together accounts 49100 (Accrued
Expenditures - Unpaid - Direct Program and 49300 (Accr
Expenditures - Paid - Direct Program). The total of these two
accounts shoul d equal the anmount of expenses recorded in the
commands budget execution reports for the specific subhead and
fiscal year being revi ened

d. Liquidations - The accounts effecting paynents wll
contain all the paynments made (both for direct and rei nbursabl e
programnms) for the command. Liquidation amounts are verified by
taking the anount reflected in account 10120 (Funds Di sbursed)
and subtracting the amount reflected in account 10150
(Undi stri buted D sbursenents).

8-8



SABRS FI NANCI AL PROCEDURES MANUAL

| NDEX
A
Accounting O assification Code 3007
Accounting O assification Reference Nunber 3007. 4a
Accounting Levels 2002
Activity Address Code 3008. 2a
Activity G oup Code 3002. 2f
Al l ocati ons:
Subsystem Descri ption 2003. 3k
Pur pose 5006
Appropriation Symnbol 3007. 4b
Aut hori zati ons:
Di stribution 8002
Moni t ori ng 8005
Aut hori zed Accounting Activity 3007. 4g
B
Badge Nunber 6006
Budget Executi on:
Subsystem Descri ption 2003. 3]
Reports 4004. 3a
Rel ati onship Wth Budget Fornul ation 7003
Budget Formul ati on:
Subsystem Descri ption 2003. 3
Function Description 7002. 1
Codi ng Structure 7004
File Structure 7005
Budget Reporting Code 3002. 2g
Bur eau Control Number 3007. 4e
C
Comptroller
Responsibilities 1003
Operations 8001
Cost Code 3007. 4]
Cost Account Code 3002. 2f
CPPRS 6016

Cust oner (See Rei mbursabl es)

| NDEX- |



SABRS FI NANCI AL PROCEDURES MANUAL
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Report I nquires:
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